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1 Introduction

This document enumerates various functionalities that the Florida’s Roadmap to Living Healthy web portal Application
offers to the end users. This document outlines the basic workflows that the user should follow in order to accomplish
successful use of all functionalities of the Roadmap Application.

The primary objective of this document is to help the end user use navigate the application with an understanding of with
instructions of how to use the module included in the Roadmap Application. The main modules of the application include
Home Page, Open Data, Map, Contact, Engagement and Help. The functionalities are outlined with a step by step
description including screenshots to assist users with navigating and using the aforementioned modules.
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2 Register/Login

2.1 Registration

On the Food Nutrition and Wellness webpage there is link that provides users the opportunity to register as a Champion
user for the Roadmap Application. Upon clicking the Registration link users will be asked to provide a user name,
password, display name and email address. Once the account information is submitted, the Site Administrator will be
notified of the submitted application and will be reviewed for approval. If the user’s application is authorized, a
notification will be sent to the user to inform them that they can access the site.

User Name: *

Password: *

Confirm Password: *

Display Name: *

Email Address: *

2.2 Login
On the Food Nutrition and Wellness webpage there is link that will redirect users to the login page of the Roadmap
Application where they can enter their username and password and login. After login, users will be redirected to the

Roadmap to Living Healthy Home Page.
Register | Login

Username: jsmith

Password:
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3 Home Page

3.1 Overview

3.1.1 Content

Upon Login, users will be redirected to the Home Page of the Roadmap application. The Home Page displays information
about the Florida Department of Agriculture and Consumer Services and provides links to Open Data, additional
information regarding different themes, thematic maps, surveys, feedback forms, testimonial forms and contact
information.

3.1.2 Main Menu

The main menu is located at the top of the page. To expand the menu, click on the menu icon located in the top blue
banner area. The menu will remain open until the close button, which is the “X” to the right of the menu items is
selected.

Aedam ML Putnam
LOMimiAS e

HOME ABOUT DATA ~ MAP ~ ENGAGEMENT ~ CONTACT HELP ~ X

3.1.3 About Section

To navigate to the “About” section, click “About” in the main menu or scroll down the page. The “About” section will
provide information about the Florida Department of Agriculture and Consumer Services including numerous ways that
FDACS provides assistance to Florida’s citizens.

ABOUT DATA ~ MAP ~ ENGAGEMENT ~ CONTACT HELP ~ X

3.1.4 Data Section
The “Data” Section is where users, based on permissions, have the ability to choose links that will redirect users to Open
Data where they can access more information for each theme. There also are tools to create different types of reports.

HOME ABOUT DATA ~ MAP ~

OPEN DATA

REPORTS
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3.1.5 Map Section

The “Map” section of the Home Page can be reached by either clicking “Map” on the main menu or scrolling down the
Home Page. In the “Map” Section of the home page, there are six different tiles, five of the tiles each belong to a single
theme and one tile, the “All” tile, represents all five themes.

MAP

Education

Map | | Leam More |

ABOUT DATA ~ MAP ~ ENGAGEMENT ~

ALL

DEMOGRAPHICS

ECONOMIC CONDITIONS
A | FDOD ACCESS
d

HEALTH

_ﬂ' EDUCATION
o

3.1.6 Engagement Section

The “Engagement” section can be reached by selecting “Engagement” from the main menu or scrolling down the page.
The Engagement section contains a general description of each component and a link to take a survey or create and
submit testimonials and/or feedback.

ENGAGEMENT

SURVEY

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril

magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.

FEEDBACK

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril
magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.

TESTIMONIAL

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril
magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.
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HOME ABOUT DATA ~ MAP ~ ENGAGEMENT ~ CONTACT

| SURVEY
FEEDBACK

TESTIMONIALS

3.1.7 Contact Section
The “Contact” Section provides users the email address to contact the application administrator to submit concerns or
ask questions relevant to the Roadmap to Living Healthy web portal application.

HOME ABOUT DATA ~ MAP ~ ENGAGEMENT ~ CONTACT

3.1.8 Help Section
Under the “Help” option on the main menu are links for users to be redirected to FAQ's or to view the User Manual.

HOME ABOUT DATA ~ MAP ~ ENGAGEMENT ~ CONTACT HELP ~ X

USER MANUAL
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4 Data

4.1 Open Data, Data Reports

4.1.1 Navigation
Users can navigate to the Data section of the home page by selecting “Data” from the main menu or manually scrolling
down the home page.

4.1.2 Open Data
Users can navigate to Open Data by clicking the Open Data on any of the themed Data section tiles. When a user clicks
Open Data they will be redirected to the corresponding Open Data page for that theme.

HOME ABOUT DATA ~ MAP ~

OPEN DATA

REPORTS

4.1.3 Reports
Users can navigate to reports by clicking “Reports” on any of the themed tiles in the Data section of the Home Page. The
system will display the map with the associated layers for the selected theme automatically.

HOME ABOUT DATA ~ MAP ~

OPEN DATA

REPORTS

4.1.3.1 View Report Data

The data for the user selected associated theme will be displayed in a tabular form on different tabs for each
individual layer at the bottom of the map page. Users can view the data for any layer associated with the user
selected theme by clicking the different layer tabs in the data table.

Food Banks, 2017 | USDA Food Dezertz

822 Options « | Filter by Map Extent | Q Zoomto Clear Selection (¥ Refresh
Address City State
325 NW 10th Ave Gammesville FL
16610 Front Beach Rd Panama City Beach FL
1408 Momingside Dr Melboume FL

4.1.3.2 Filtering Report Data
Users can filter the tabular data for any associated layer in the table. To filter the data, select the tab of the layer
to be filtered. Next, click dropdown for “Option”. Then click “Filter”. Next, click “Add a filter expression” to filter
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based on one item or “Add an expression set” to filter by multiple items. Users then have different options of
how to filter the layer data. They can filter the data by either by the Value, Field or Unique filtering options.

Food Banks, 2017 || USDA Food Dezert=z

222 Options v | Filter by

Map Extent | Q Zoomto Clear Selection (¥ Refresh

Show S d City State
Show Re Gainesville FL
Y Filter
© Show/Hide Columns BazamaiGityieach fr
4 Export All to CSV Melbourne FL

Food Banks_ 2017 | USDA Food Dezert=z

Q Zoomto Clear Selection (¥ Refresh
City State

w Related Records Gainezvilla FL
E— T i
© Show/Hide Columns e C e o

4, Export All to C5V

£22 Optionz + | Filter |

Melbcurne FL

Filter

o Add an

o Add a filter expre:

Without filter expression defined, this query task will list all features in the specified data source.

4.1.3.2.1 Filter Report Data

Layer data can be filtered using the “Value,” “Field,” or “Unique” options by selecting the corresponding
radio button. Next, select desired filter criteria in the first dropdown. Then manually enter a value into
the filter text box or selecting from a second dropdown menu, depending on the radio button selected.
Click the “Ok” button. The system will display the data that matches the user entered filter criteria.

Filter >

0 Add a filter expression

Address (String) is ~ (%]

- *Value Field Unique
is not

starts with

ends with
contains

does not contain
is blank

is not blank

Property of the Florida Department of Agriculture and Consumer Services
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Filter

o Add a filter expression 0 Add an expression set

Case Sensitive

Address (String) contains

523 Y —

®Value

Field Unique

Food Banks, 2017 || USDA Food Deserts

£22 Optionz w | Filter by Map Extent

City

Gamesville

Q Zoom to Clear Selection (3 Refresh

State
FL

4.1.3.2.2 Remove Report Data Filter

To remove a filter, select the tab of the filtered layer data that needs to be removed and click the
“Options” dropdown. Next click “Filter”. Then, click the “X” icon for the filter that is to be removed.

Finally, click the “OK” button. The system will remove the filter and the layer tabular data will refresh
displaying the layer data without the previous selected filter.

Food Banks, 2017 | USDA Food Desert=z

222 Options « | Filter br

Y Filter
© Show/Hide Columns
4, Export All to C5V

City
Gainezville
Panama City Beach

Melbourne

p Extent | Q Zoomto Clear Selection (¥ Refresh

State

FL

FL

FL

Food Banks, 2017 || USDA Food Desert=z

222 Options ~ | Filter

T

p Extent | Q Zoomto Clear Selection (CF Refresh

Show Se City State

nonRe seoreE Gainesville FL
Y Filter
© Show/Hide Columns Panama City Beach FL
4 Export All to CSV Melbourne L

Filter b 4

o Add a filter expression 0 Add an expression set

Address (String) contains ‘ 323

* Value Field Unique

Case Sensitive

Property of the Florida Department of Agriculture and Consumer Services
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4.1.3.2.3 Filter Report Data by Map Extent

Another way users can filter the layer tabular data is by using the “Filter by Map Extent” option. The
“Filter by Map Extent” option allows the user to filter the tabular data according to the current map
zoom level. For example, if the map is zoomed into a limited area such as a city, the only tabular data
that will display when the user selects “Filter by Map Extent” are the data points that are viewable on
the map in the zoomed in view. To “Filter by Map Extent” first select the tab of the layer data to be
filtered. Next, use the map controls to change the zoom level to capture the area of where data points
exist and are desired to be displayed in the table. Then click the “Filter by Map Extent” button. The
system will refresh the table of layer data displaying only the data points that exist in the user selected
zoom level of the map. To clear the filter, click the “Filter by Map Extent” button. The table will refresh,
all data for that layer. To manually refresh the table data for a layer, click the “Refresh” table button.

B
o -
Food Banks, 2017 | USDA Food Deserts
ap Extent | Q Zoom to Cl tion (3 Refresh
Address City State
1408 Momingside Dr Melbourne FL
6928 Vickie Cir West Melbourne FL
5239 W Cardinal 5t Homosassa FL

4.1.3.3 Sort Report Data

Users can Sort Report data by clicking any column header in any layer data table and selecting the “Sort

Ascending” or “Sort Descending” options.

Addres

323 NW 10th Ave

16610 Front Beach Rd

P

Food Banks, 2017 || USDA Food Dieserts

Citw

| Sort Ascending

Sort Descending

ramzrECy Beach

£i2 Options +  Filter by Map Extent @ Zoomto (¥ Clear Selection (3 Refresh

State

FL

FL

=

4.1.3.4 Show/Hide Report Data

Users can Show/Hide any column for any report layer data table. There are two ways that this can be done. One
way users can Show/Hide columns is to click the Show/Hide columns “+” icon at the top right of the report layer
data table. A checkbox list will be displayed at the far right of the table containing each column header. To
“Show” any column of data in the table, check the box for that column header. To hide a column of data,
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deselect the checkbox of the column header of data to be hidden. To hide the checkbox list, simply click the
Show/Hide icon “+”.

Serving Times

Sam-4pm

N/A

6:30 am - 12 pm

7:30 am - 3 pm

10:30 am - 12 pm; | pm - 4 pm, 7 pm -

3:30 pm; 1pm - 6 pm; 7:30 pm - 9:30
nm

m—

Address ©
City
State
Zip
Phone
County
Email

Serving Davs

A UA YL I VI N Y YL NS

Serving Times -

Another way users can access the Show/Hide list is to click the “Options” dropdown and then click the
“Show/Hide Columns” option. The list will display to the far right of the table. To hide the “Show/Hide” list
either click the “Option” button again or click the “+” Show/Hide icon in the far right corner of the table.

Food Banks, 2017 | USDA Food Dezertz

£22 Options ~ | Filter by

ap Extent | Q Zoomto Clear Selection (CF Refresh

Show ords City State
Show Re Gainesville FL
Y Filter
© Show/Hide Columns blazana Cityeach th
4= Export All to C5V Melbourne FL

Food Banks, 2017 | USDA Food Dezertz

£22 Options + | Filter by Map Extent | ©Q Zoomto Clear Selection (3 Refresh

Show Select City State
Show Re Gainesville FL
Y Filter
© Show/Hide Columns azamaiCrivieach T
4= Export All to C5V Melbourne FL
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Address L+
City
State
Zip
Phone
County
Email

Serving Days

ALY U YL N L Y LAY

Serving Times -

4.1.3.5 Export Report Data

Users can export Report data as a .csv file to a local drive. To export Report data to a local drive, first select the
tab of the layer that is to be exported. Next, click the “Options” button. Then, click the “Export All to CSV”
option. The system will display a message asking for confirmation that a user wants to export the data as a .csv
file. If the user clicks the “Ok” button the layer will be exported as a .csv file to the users “Download” folder on
their local machine. If the user clicks the cancel button, the system will close the “Export All to CSV” functionality
and not download the report data.

Food Banks, 2017 | USDA Food Desertz

=22 Optionz w I Filter by Map Extent | Q Zoomto Clear Selection (¥ Refresh
Show Selecte City State
Show Related Reco Gainesville FL

Y Filter

© Show/Hide Columns Panzma City Beach EE

4 Export All to CSV Melbourne FL

Food Banks, 2017 | USDA Food Desert=z
v Map Extent | Q Zoomto Clear Selection (¥ Refresh

Show Se rds City State
Show Related Gainesville FL
Y Filter
© Show/Hide Columns bazzana Cityeach L
Export All to CSV Melbourne FL
Export to CSV

Export data to CSV file?

B
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5 Map

5.1 Map Section

5.1.1 Map Section Navigation
Users can navigate to the Map section of the Home page by selecting “Map” from the main menu or manually scrolling

down the page

5.1.2 Map Section Tiles

Each tile provides users the ability to view associated FDACS data layers on a map or read additional information about
each theme. To view a theme based map, move the mouse pointer over any of the tiles and click the “Map” button. The
system will display the map with associated theme FDACS layers preselected. To read more information about any of the
themes, click the “Learn More” button on any of the theme tiles.

Demographics

Learn More

5.2 Map Module

5.2.1 Map Controls
The map has a variety of controls to be used for navigation of the map. Map Controls include Zoom, Home, My Location,

Previous and Next View. To pan the map, left click hold while moving the mouse.

B[ B

New Orleans
o

+[+]O[»] |

5.2.1.1 Search

There is a search window located in the top left corner of the map. To perform a search of the map, enter search
criteria and click the search button. The system will display the search result on the map. Detailed information
regarding map search can be found in “5.1.4 Search Map” section of this manual.

Property of the Florida Department of Agriculture and Consumer Services

15



New Orleans
o

ooEO OB

5.2.1.2 Zoom

Zooming of the map can be accomplished by using the zoom in “+” and zoom out “-“ buttons at the top left
corner of the map. Also, scrolling the mouse wheel with the mouse pointer over the map will also zoom the
map. Scrolling up will zoom in while scrolling down will zoom out.

>

1
Bl

=

New Orleans
o}

4 [+]O[»

5.2.1.3 Home
To return to the zoomed out default view of the map, click the “Home” button located on the left side of the
map under the zoom control buttons.

[ Fno oo .}

New Orleans
o}

4[4 @! [E

5.2.1.4 My Location

The home button located on the left side of the map under the “Home” button is for users to see their current
location on the map. Users can pan and zoom the map to their location by clicking the “Home” button. A pop up
confirmation message requesting users to allow their location to be known by the application will appear. To
agree and use the home function click the “Allow” button. To cancel this function, click the “Deny” button.

Property of the Florida Department of Agriculture and Consumer Services
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New Orleans
o

mn!aqa

5.2.1.5 Previous/Next View
Users can use the previous and next view buttons to cycle through different views of the map that were done

during their session on the map page. These buttons are located on the left hand side of the map under the “My
Location” button.

[ Fna e o}

New Orleans

>

5.2.1.6 Map Overview
The Map Overview is located in the bottom right corner of the map and is a tool used to pan the map in an

i &0 OE

efficient manner. The map overview box displays the map at a more zoomed out level than the main map. To
use the map overview, click and drag the gray box while holding down the mouse button to the desired area the
main map to pan to and release the mouse button. The system will pan the main map to that location.

2 e%

5.2.2 Search Map

Users can search the map using the search window at the top left corner of the map. In the search window, enter the
search attributes into the text box and click the search button. The system will zoom into the searched location and
highlight the location and display the search result in text box. To add a marker at the searched location, click the “...”
menu icon in bottom right hand of the corner of the information window and click “Add a marker”.
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New Orleans
o

3 [+JO[] 1 +]

Search result b 4

- 1511 E 5r-434, Winter Springs, Floride, 32708
B Show more results

Zoom to wese
Search result 0 X

- 1511 E 5r-434, Winter Springs, Floride, 32708 I
I

Show more results
Zoom 1o wee

;1 Pan te

Users can click on the marker and see the latitude and longitude of the marker. Also, a URL is provided that the user can

note and copy into their web browser for future use that will take them to a zoomed view of that searched location. To
pan to the marker and center on the user’s screen, click the “...” menu icon in the bottom right hand corner of the
information window and click “Pan to”.

-81.2323

https://fdacsroadmag

51.2323
28.6900 B

https:/Hdacsroadmag

& rento S

* Remove Marker

To remove a marker, click the “...” menu icon in bottom right hand of the corner of the information window and click
“Remove a marker”. Finally, to close the text box, click the “X” button.
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¥ Remove Markerh
5.2.3 Maps Gallery

Maps Gallery is a collection of themed maps in an ArcGIS online or portal for ArcGIS Road Map to Living Healthy group.

Users can navigate from here to the Open Data website by clicking the “Open Data” button. To view more detailed
information regarding the theme map click the “Map Details” button. To view the themed map, click the “Load Map”
button and the system will display the themed map.

Jrp—

Maps Gallery A X
Education Theme Layers L2}
L Tags : Education,Schools,Concern

%. 5 ed Citizen, Academia,Government
"y . Agency
e

Author : EPIC_JEETU

8 0pn D] Dt | 8 1

5.2.4 Basemap Gallery

The Basemap Gallery is where users can select the type of basemap to use while viewing the map. The available
different types of basemaps available include Dark Gray Canvas, Imagery, Imagery with Labels, Light Gray Canvas,
National Geographic, Oceans, OpenStreetMap, Streets, Terrain with Labels, Topographic, USA Topo Maps and USGS
National Map. Click the desired basemap to display on the screen while viewing the map.
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Basemap Gallery A X
Dark Gray Imagery with
Canvas Labels
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'l'l.l"l“_.
acean
L I ¢ g
Light Gray National QOceans
Canvas Geographic
N “ [,
. o | | 3
OpenStreetMap Streets Terrain with
Labels
©
N
N
H D B BN \‘
Topographic USA Topo Maps USGS National
Map

5.2.5 View Map Layers

The layer list provides a list of operational layers and their symbols. To view one or multiple layers on the map, click the
“Layers List” icon in the map menu located above the top right corner of the map. Next, select any layers to be viewed

by selecting the checkbox to the left of each available layer title. Other options available to the user for viewing a layer

from clicking the “...” under the layer menu are “Zoom To” which will zoom the map to the selected layer, “Move Up or
Move Down” which will change the order of layers in the layer list and “Open Attribute Table” which will open the

selected layer’s data in a tabular view.

Layer List A X
Operational Layers e =
2 Summer Breakspot Sites, 2017 .
‘v Afterschool Meals Program Sites, 2016 .
2 Senior Feeding Sites, 2016 .
3 Low-Performing Schools, 2016 .
» Title | Schools, 2016 e
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Layer List A X

Operational Layers 7 I

3 Summer Breakspot Sites, 2017 .

»|~| Afterschool Meals Program Sites, 2016 “._

3 Senior Feeding S Zoom to
» Low-Performing £ Transparency
» Title | Schools, 2C Dizable Pop-up

v Fresh Access Bui Move up

3 CareerSource Ce Move down

L WICMarkets, 207 gpen atribute Table

» Parks and Recrez Show ltem Details

5.2.6 View Map Details
To view details of any data point on the map, click the data point and the system will display a window with more
detailed information regarding the data point.

T

Mission Compassion '\

\

ngwa _

Seminole
mission.compassion.fil@gmail.com

NS la
f

5.2.7 Map Legend
To view the legend for all selected layers, click the “Legend” button on the map menu located above the top right corner
of the map.

5.2.8 Map Bookmarks

Users can save a collection of map view extents (spatial bookmarks) in the application by creating bookmarks. To create
a bookmark, search or zoom to the desired level of the map of the area you want to save. Next, click the “Bookmark”
icon from the map menu located above the top right corner of the map. Then, enter a name for the bookmark in the
“Bookmark Name” box. Lastly, click the “+” button and the bookmark will be saved with the name that was given.
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Bookmark = X

Bookmark Name

To delete a bookmark, select the bookmark that is to be deleted and click the “Delete” button at the bottom right of the
Bookmark area.

Bookmark A X

7]
Bookmark Name +

>

Local foodbank

5.2.9 Draw On Map
The Draw functionality enables users to draw graphics and write text on a map. Users can draw points, lines and/or
polygons.

5.2.9.1 Points

To draw a point, select “Point” from the available draw mode choices at the top of the “Draw” menu. Next,
select a category by clicking the “Shapes” dropdown and clicking a category title. Then click the symbol to use.
There other options that can be adjusted for the selected symbol are symbol size, color, transparency, outline
color and outline width. There is a preview feature provided to see what the symbol will look like with the user
selected design options. Once all desired symbol options are selected click anywhere on the map to place the
symbol. If the symbol placed on the map needs to be removed, click the “Undo” button at the bottom of the
draw menu.
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Select draw mode a

) Y A=

® o £ » A

»
X

Draw

Select draw mode (7]

()N~ 7 & =
°

® £ & A

Preview: .

Symbol Size: 24
Opagque Transparent
Transparency:
| / | |
0% 50% 100%
Outline Width: 1

5.2.9.2 Lines

There are three types of lines for users to choose. Line, Polyline and Freehand Polyline. To draw a line, select
“Line” from the available draw mode choices at the top of the “Draw” menu. Next, select a style in the style box
below “Preview” or change the style by clicking the style dropdown below the style box and choosing the style
type from the list. There other options that can be adjusted for the line which are color, transparency and line
width. Also, there is a box that can be checked that will display the measurement length of the line if selected on
the map. The distance unit choices include kilometers, miles, meters, feet, yards and nautical miles. There is a
preview feature provided to see what the line will look like with the user selected design options. Once all
desired line options are selected, click and hold anywhere on the map and drag the mouse to draw the desired
length of the line and then release the mouse button. If the line placed on the map needs to be removed, click
the “Undo” button at the bottom of the draw menu.
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Select draw mode a
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Draw

Select draw mode a

S I[N N/ A =

® e £ » A

Preview:
— — — — —— —
_—— — N ] |
[ ] — —-—
Color:
Style: Solid
Opagque Transparent
Transparency: . . . .
0% 50% 100%
Width: 3

‘ Show Measurements

¥| Show Measurements

Distance Units

5.2.9.3 Polyline

The difference between a Polyline and a Line is how they’re drawn. To draw a polyline select “Polyline” from the
draw mode options and click anywhere on the map. Next, click another location on the map and the system will
draw a line between the two points. To finish drawing the line double click on the map where you want the line
to end. Polylines have all the same design options as a line. Please refer to section 5.2.4.2 in this manual for
detailed information regarding design options.
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' Double-click to
complete

/Cassell

5.2.9.4 Freehand Polyline

Freehand Polylines are drawn slightly different as well. To draw a “Freehand Polyline” select “Freehand Polyline”
from the draw mode options and click anywhere on the map and continue to hold down the mouse button while
dragging the mouse to freehand draw the line. To complete the drawing of the line release the mouse button.
“Freehand Polylines” have all the same design options as a “Line”. Please refer to section 5.2.4.2 in this manual
for detailed information regarding design options.

Select draw mode [7]

¢\ M

® oo £ » A
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5.2.10 Map Analysis

Users can upload or analyze additional data on the map of the Roadmap application. There are three different options
for the users to analyze other data in the application other than the available FDACS available layers.

4.3 Mmiles

asselberry

e sa | bamy
Eolf Clubk

- 7 v SPI

Wi

5.2.10.1 ArcGIS Online

Users can load any public ArcGIS online or Portal for ArcGIS content into the map. To load content into the map,
click the “Add Data” button in the map menu located above the top right hand corner of the map. The “Add
Data” menu will appear on the map. To search for layers that only pertain to the map boundary (Florida) make
sure the “Within Map” selection is set to on (Highlighted Green). To search for layers outside of the map
boundary turn “Within map” off (Highlighted Red). Users can then search for layers they wish to view by
entering search criteria into the search window and clicking the search button. The system will return all results

that match the search criteria as a list.

Add Data A X
ArcGIS Onl... Upload File Load URL
ArcGIS Online + Search o @

EmbassyMap

ADD
World Transportation

ADD
World Imagery

ADD

DETAILS

DETAILS

DETAILS
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ArcGIS Onl... Upload File Load URL

ArcGIS Oniine + Search... Q _
C’ Within map Type Relevance b
EmbassyMap

g,

ADD DETAILS

World Transportation

ADD DETAILS
World Imagery

ADD  DETAILS

Users can filter the search results by Type or Relevance. To filter the list, click the dropdown for “Type” and/or
“Relevance” and select filtering criteria to refine the search.

Add Data A X
ArcGIS Onl... Upload File Load URL
ArcGIS Online Search... o @
. EmbassyMap
. .ﬁ.'% Feature Service by kvolari
o a ADD  DETAILS

World Transportation

Map Service by esr

ADD  DETAILS

World Imagery

Map Service by esr

ADD  DETAILS

Type * Relevance -

Feature Service

Image Service

Wector Tile Service ILs
[ KWL
WhIS

ILS
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To add a layer to the map, click “Add” for that layer. The system will display the layer on the map and add the
layer to the “Layers” list as well.

Add Data ~x X
ArcGIS Onl... Upload File Load URL
ArcGIS Online - Search... q @
C’ Within map Type ¥ Relevance b
EmbassyMap

World Transportation

Map Service by esr

ADD DETAILS

World Imagery

Map Service by esr

ADD DETAILS

To remove the added layer, click “Remove” for the layer that was added.

Add Data A X
ArcGIS Onl... Upload File Load URL
ArcGIS Online Search... o @
() Within map Type ¥ Relevance v
EmbassyMap
. 't_-'%‘? Feature Service by kvolari
' o REMOVE
World Transportation
“ ADD DETAILS

To view additional details about the layer, click “Details” for that layer.
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ArcGIS Online

C’ Within map Type ¥ Relevance b

EmbassyMap

ADD DETAILS

World Transportation

World Imagery

ADD  DETAILS

To minimize the Add Data window click the expand/minimize icon in the top right corner of the “Add Data”
window.

To close the Data window click the close button in the top right corner of the “Add Data” window.

5.2.10.2 Upload Data File

The types of data files that users can upload for analyses by drag and drop or browse include Shape, CSV,
KML/KMZ and Geo JSON. To upload a data file, click the “Add Data” button from the map menu located above
the right top corner of the map. Then click the “Upload File” tab. Next, drag and drop a file into the designated
drop area or browse for a file to upload by clicking the “Browse” button and selecting the file you want to
import and click the “Open” button. The system will import the file and display the layer in the Layer list and
legend. *Note: There is a 5 MB size limitation for each uploaded file.
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Add Data

ArcGIS Online Upload File

+| Generalize features for web display

DROP OR BROWSE

To manage the imported layer click the “Layer List” button in the map menu located above the top right corner
of the map. Next, click the “...” menu icon for that layer. This is where the user can choose different options such
as zoom to the layer data on the map, adjust the transparency of the data on the map, move the layer up or
down the layer list and open the attribute data for that layer in a table.

Layer List “a X
Operational Layers e =
» v EmbassyMap - EmbassyConsulate wes _
3 Summer Breakspot Sites, 2017 -
3 Afterschool Meals Program Sites, 2016 wesn
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Layer List A X

Operational Layers e =
» |~ EmbassyMap - EmbassyConsulate

3 Summer Breaksp Zoom to

3 Afterschool Meals Transparency

3 Senior Feeding S Disable Pop-up
3 Low-Performing £
3 Title | Schools, 2C Move down

»L | Fresh Access BUl  gpen atiribute Table

» CareerSource Ce Show Item Details

5.2.10.3 Load URL

This option allows users to load data to the map by URLs. To load data, first select the data format type by
clicking the “Type” dropdown and selecting one of the available choices. Next, copy and paste the URL into the
URL text box and then click the “Add” button. The system will then display the data on the map. The layer will
also be available for users to manage in the Layer list and viewable in the Legend. To view instructions on how to
use the URL functionality click the information icon on the “Load URL” tab. To view instructions regarding added
data layer management, please refer to section 5.1.5.2 in this user manual.

e Load URL

An ArcGIS Server Web Service v_

URL

SAMPLE URL(S) B ADD

Type 7]

An ArcGIS Server Web Service -

An ArcGIS Server Web Service

A KML File
A CSV File

A WMS OGC Web Service
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To view instructions on how to use the URL functionality click the information icon on the “Load URL” tab. To
view instructions regarding added data layer management, please refer to section 5.1.5.2 in this user manual.

Add Data A X
ArcGIS Online Upload File Load URL
An ArcGIS Server Web Service -
URL

SAMPLE URL(S) H ADD

5.2.11 Query Map
The Query Map function enables users to search layers visible on the map by Area of Interest. This is performed by
either a text search, selection of an area using drawing or by a boundary selection.

If the Query Map option is not immediately available in the icons shown, click the “more” menu option on the right and
then select “Query.”

5.2.11.1 Text Search Query

To perform a query using text search, enter the search criteria into the search window and click the “Search”
button. The system will highlight the data points on the map that match the search criteria and display the
“Results” tab with a list of all the detailed information for each data point in a scrollable list.
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Query A X

Search Results

Search by Area of Interest
® By Drawing "' By Boundary

Draw Tools

Query A X
Search Results
Select Layer: (7]
Food Banks, 2017 | - ‘

Number of features found: 22

Layer Selection Symbol

Query Results:

Name Bread of The Mighty Food Bank
Address 325 NW 10th Ave

City Gainesville

State FL

Zip 32601

Phone (352)395-6570

County Alachua

Email foodbank7@bellsouth.net
Serving_Da Monday - Friday
Serving_Ti Gam-4 pm

ZoomTo

To zoom in on a specific data point click “Zoom To” for that data point.

Query Results:
Name Bread of The Mighty Food Bank
Address 325 NW 10th Ave
City Gainesville
State FL
Zip 32601
Phone (352)395-6570
County Alachua
Email foodbank? @bellsouth.net
Serving_Da Monday - Friday
Serving_Ti Sam-4pm
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To export the search results, click the “Export to CSV” button.

Search Results
Select Layer: [2]
‘ Food Banks, 2017 ‘ - ‘

Number of features found: 22

To clear the search results, click the “Clear” button on the “Results” tab of the Query window.

Search Results
Select Layer: [2]
Food Banks, 2017 ‘ - ‘

Number of features found: 22

B Export to CSV P

5.2.11.2 Drawing Selection Query

To select an Area of Interest by drawing, click the radio button for “By Drawing” on the “Search” tab of the
Query window. Then select one of the drawing shapes and click and drag holding the mouse button to draw the
shape encapsulating all the data points of the area of interest. Next, click the “Execute” button.

Search Results

Fina. Be
Search by Area of Interest

Draw Tools

=
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Search Results

Fin. o G

Search by Area of Interest

® By Drawing "' By Boundary

Draw Tools

¢ m @ £
—) 2502

The system will display the results in the “Results” tab of the Query window. To export the search results, click
the “Export to CSV” button.

Search Results

Select Layer: [2]
USDA Food Deserts

Number of features found: 8

) CESTE O

Layer Selection Symbol

Query Results:

TRACT 12001000400
LILATract_1And10 1

ZoomTo

TRACT 12001000500
LILATract_1And10 1

ZoomTo
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To clear the results, click the “Clear” button on the “Results” tab of the Query window.

Search Results

Select Layer a
USDA Food Deseris

Mumber of features found: 8

R O (e

Layer Selection Symbol

Query Results:

TRACT 12001000400
LILATract_1And10 1

ZoomTo

TRACT 12001000500
LILATract_1And10 1

ZoomTo

5.2.11.3 Boundary Selection Query

To perform a query using Boundary selection, click the radio button for “By Boundary” on the “Search” tab of
the Query window. Next, click the dropdown for “Boundary Layers”, select a boundary layer and click the
execute button. The results will display in the “Results” tab of the Query window. To export the search results,
click the “Export to CSV” button. To clear the search results, click the “Clear” button on the “Results” tab of the
Query window.

Search Results

Find. B

Search by Area of Interest

By Drawing '® By Boundary

Boundary Layers:
County Boundaries
Value Layers:

0 item(s) selected

5.2.12 Print Map
To print a map, click the “Print” icon from the map menu located above the top right corner of the map.
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If the Query Map option is not immediately available in the icons shown, click the “more” menu option on the right and

then select “Query.”

5.2.13 Export Map Layer Data

Users can export map layer data as a .csv file to a local drive. To export map layer data, first click the menu icon “...” for

the layer to be exported in the layer list and click “Open Attribute Table”. A table containing the selected layer will be

displayed at the bottom of the map.

T R B =

Layer List

Operational Layers

3 Afterschool Meals Program Sites, 2016

3 EmbassyMap - EmbassyConsulate - _

3 Summer Breakspot Sites, 2017

Layer List

Operational Layers

3 Summer Breaksp

3 Afterschool Meals

3 Senior Feeding S

3 Low-Performing £

3 Title | Schools, 2

b Fresh Access Bui

3 CareerSource Ce

3 EmbassyMap - EmbassyConsulate

Zoom to
Transparency

Dizsable Pop-up

Maove down

Open Attribute Table _

Show Item Details
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5.2.13.1 Exporting All Data of a Layer

Verify that the “Filter by Map Extent” option is NOT activated or it’s possible that not all the layer data will be
exported depending on the zoom level of the map. Next, click the “Options” button. Then, click “Export All to
CSV”. The system will display a message asking for confirmation for the user to verify they want to export the
data as a .csv file. If the user clicks the “Ok” button, the layer will be exported as a .csv file to the user’s
“Download” folder on their local machine. If the user clicks the cancel button, the system will close the “Export
All to CSV” functionality and not download the report data.

*Note: The attribute table can be expanded by clicking and dragging up the top edge of the table or be hidden
by clicking the “Hide Attribute Table” arrow at the center top edge of the table.

Food Banks, 2017 | USDA Food Deserts | Embassyhap - EmbassyConsulate 3¢
Options war Selection Refresh
Address City State
325 NW 10th Ave Gainesville FL
11730 Old Saint Augustine Rd Jacksonville FL
258 NW Burk Ave Lake City FL

Food Banks, 2017 | USDA Food Deserts | EmbassyMap - EmbassyConsulate X

Zoom to Clear Selection Refresh

Address City State
325 NW 10th Ave Gainesville FL
11730 Old Saint Augustime Bd Jacksonville FL
238 NW Burk Ave Lake City FL

Food Banks, 2017 | USDA Food Deserts | EmbassyMap - EmbassyConsulate X

Zoom to Clear Selection Refresh

S e City State
Y Filter Jacksoniville FL
@ Show/Hide Columns
Jackzonville FL
Export All to CSV
1502 Jeszie 5t Jacksonville FL
Export to CSV

Export data to CSV file?

o[ e

5.2.13.2 Exporting Layer Data Filtered by Map Extent

Verify that the “Filter by Map Extent” option is activated and that the zoom level of the map displays the desired
data points on the map. Next, click the “Options” button. Then, click “Export All to CSV”. The system will display
a message asking for confirmation for the user to verify they want to export the data as a .csv file. If the user
clicks the “Ok” button, the layer will be exported as a .csv file to the user’s “Download” folder on their local
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machine. If the user clicks the cancel button, the system will close the “Export All to CSV” functionality and not
download the report data. The export will only contain data for the data points that are displayed on the map.

*Note: The attribute table can be expanded by clicking and dragging up the top edge of the table or be hidden by
clicking the “Hide Attribute Table” arrow at the center top edge of the table.

Food Banks, 2017 || USDA Food Deserts | EmbassyMap - EmbassyConsulate X

Options Filter by Map Extent ear Selection Refresh
Address City State
325 NW 10th Ave Gainesville FL
16610 Front Beach Rd Panama City Beach FL
1408 Mommngzide Dr Melboume FL

Food Banks, 2017 | USDA Food Deserts | EmbassyMap - EmbassyConsulate X

Options Zpom to Clear Selection Refresh
Address City State
325 NW 10th Ave Gainesville FL
11730 Old Saint Augnstine Bd Jacksonville FL
258 NW Burk Ave Lake City FL

Food Banks, 2017 | USDA Food Deserts | EmbassyMap - EmbassyConsulate X
Zoom to Clear Selection Refresh

Y Filter

_ac-L:sonulle FL
@ Show/Hide Columns
4 Export All to CSV Jackzonville FL
1502 Jezzie 5t Jackzonville FL
Export to CSV

Export data to CSV file?

o] cot

5.2.14 Map Measurement Tool

The map module includes a map measurement tool. To use the map measurement tool, select the “Measurement” icon
from the main map menu above the top right corner of the map. There are three options for the “Measurement” tool
which are measure area, measure distance or view location.
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Measurement A X

B =

5.2.14.1 Measure Area

To measure an area on the map click the “Area” icon from the “Measurement” tool menu. Next, select the unit
of measurement to use. The available choices are Square Miles, Square Kilometers, Hectares, Square Yards,
Square Feet, Square Feet US and Square Meters. Then, click anywhere on the map. Then drag the line (NOT
holding down the mouse button) to another area and click again. Continue these steps until a shape is drawn
covering the part of the map that is to be measured. Double click to stop drawing at your final point. The system
will display the square area in the “Measurement Result” section of the “Measurement” window. To clear the
measured area, click the “Area” icon from the “Measurement” tool menu.

Measurement A X
@

B &2 @

Measurement A X

[} 1 g

]2 @ 1 SaMies - (N

| SR

Measurement A X
e

S & @9  SqMies -

| S

5.2.14.2 Measure Distance
To measure distance on the map click the “Distance” icon from the “Measurement” tool menu. Next, select the

Measurement Result

unit of measurement to use. The available choices are Miles, Kilometers, Feet, Feet US, Meters, Yards and
Nautical Miles. Then click anywhere on the map. Next, drag the line (NOT holding down the mouse button) to
the end point of the measurement and double click. The system will display the results in the “Measurement
Result” section of the “Measurement” window. To clear the measurement, click the “Distance” icon from the
“Measurement” tool menu.
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5.2.14.3 Display Location

To display the location of a point on the map, click the “Location” icon on the “Measurement” tool menu. Then,
select how you would like to see the location. The available choices are in degrees or degrees/minutes/seconds.
Next, click a point on the map. The results will be displayed in the “Measurement Result” section of the
“Measurement” window. The system also displays the location of your mouse pointer as you move it anywhere
over the map in the “Measurement Result” section.

Measurement Result

Measurement A X
2]

B oo o

Measurement A X

e
& 2 [] Degrees -

244
rad h:\rf.lg _t.d'
24
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Measurement
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Measurement Result

Latitude Longitude
h 30.478291 -80.723564
g 20.915626 -82.088615
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6 Engagement

6.1 Engagement Section

6.1.1 Surveys, Feedback & Testimonials
To navigate to the Engagement section of the Homepage, click “Engagement” from main menu located at the top of the

Homepage or manually scroll down the page until the Engagement section is reached.

6.1.2 Take Survey
To participate in a survey, click “Take a Survey” for any survey on the “Surveys” list.

Surveys

Survey Name
Reviewer_Testimonial_Survey
Conditional Survey

Showing 1 to 2 of 2 entries

Action

Take Survey

6.1.3 Feedback

To participate in providing feedback navigate to the Engagement section of the Homepage and click the “Continue”

button for Feedback. A feedback form will pop up. Fill out the form and click the “Submit” button.

SURVEY

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril

magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.

ENGAGEMENT

FEEDBACK

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril
magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.

Continue

TESTIMONIAL

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril
magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.
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How did you hear about Roadmap?

O Internet
O Friends
QO Others

What did you find most useful on Roadmap website

Comments and recommendations

6.1.4 Testimonials
Users can provide a testimonial for the application. To provide a testimonial navigate to the Engagement section of the

Homepage and click the continue button for Testimonials. There the user will see previously submitted testimonials by
other users. To submit a testimonial, click the “Add Testimonial” button, fill out the form and click the “Submit” button.

SURVEY

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril

magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.

ENGAGEMENT

FEEDBACK

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril
magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.

ntinue

TESTIMONIAL

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril
magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor
invidunt ut labore.

Continue
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Rate Us

Comments

Name

Email
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6.2 Qualtrics Survey

6.2.1.1 Create Survey

1. Login to https://www.qualtrics.com website

€ © | 8 Sere | hitpsyscot qualincscom/CaniroPane, [
.: qualtrics Projocts  Contacts  Lorary  Welp ()

Alproets roadmap, Testimonial - 1| Cwner

2] Shared with Me

Projsat Name ast Modified Creaton D fnsponses Astion
J| Uncategorizad
* Testimonial ® Active $2p 29, 2017 2 AM 9ep 8, 201 920 AM =
Roadmap Feedback ) )
* [E]  Testimonial Approve Test ® Active S8p 28,207 420 AM Sep 28,207 13 2
foadmep Surveys
* Reviewer_Testimonial_Survey ® Active Sep 28,2017 2% Sep 28,2007 7 '

stowing page 16f1

o+ New Folder

W.... | il

2. Click on Create Project.

J Wy Prejects | Quakies & % [

& 5 € [ @ Secure | hipsy/cat qualircs.com/CantralPanel?ClientActian=ChangeP ageSecton =MyPrajectsSictior P
® qualtrics Pojocts  Contacts  Lbray  Hep (@
o2 s Contacts by Hep (@

B Cwner ~

& sharsd with Me

oject Name st LasModified Creation Cate Rezponses aroup Actions
oetegorized
# [E]  Feedback ® sotive 8429, 2017 252 86p 8, 2017 2 n
admap Feedback
# [E]  Testimonial ® astive Sep 232017 214 5ep 8,2017 23 £
Roadmap Survey
«[E]  Toetimonial_Approve Toet o sative Sop 28,2007 425 41 Sop 20,207 225710 B
Roadmap_Tectimoral
#[E]  Reviewer Testimonial Survey ® Astive Sep 28, 2017 35 Sop 28, 2017 25 1

* Conditionsl Survey ® Active Sop 22,2017 1201 Aug7, 2007 3
+ Hew Folder Y o

Showing page 171

3. Choose New, Blank Project ( New Survey)
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https://www.qualtrics.com/

/e My Projects | Quatrics 5. x| Vogmh ]

o
< C | @ Secure | httos:ieol i o TG

Create a Project

Creste a Project from Saratch
Creata From Existing Braject Name
M\ FromaGopy Urtitied Projact

® Fomaliary .

@ FomaFie
[ uncategorized

() Roadmap Feedback

] Roadmap Surveyz

(] Roadmap._Testimonial

4. Name your survey and choose a folder to save it in.

Creats From Existing

M Fromacapy Technical Survey Test

R Fromaibeary R

| Uncategorized

1+ FromaFile
W noategorized

] Aoadmap_Feedback
[ Aoadmap_surveys
] Roadmap_Testimomial

5. Click Create Project to finish.
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Create a Project

Create a Project from Seratch.
Creata From Existing Projoct Narme
M Fromacapy Technical Survey Test

Folder

R Fromavibeary

Uncategorized

¢ Fromatis
W uncetegorized

) Roadmap Feedback
[ Roadmap Surveys
[ aoadmap_Testimanial

6. After clicking Create Project, you’ll be taken to the Survey tab where you can begin
adding questions to your survey.

v/ Edit Surey | Oualtres 5. % g~ O X
« C | @ Secure | htips:/jco.qualtrics.com ControlPanel? Clien baction = EditSurvey&iSection = S/_EpxSyDcl QaCeWKpBiSub: wbSubSecton = s &Transaction|D = 1 8Repeatable =0 ek
- :: Technical Survey Test - Projects  Contacts  Library  Help ()
Suvey  Distributions  DafaAnalysis  Reports
#F Look&Feel ™3 BurvayFlow  £¥ SurveyOptons ¥ Tools m Q, Search Quastions.
. Change Guestion Type
I Technical Survey Test
~ Defaut Question Block Black Dptions Choices
S 3 (5 EditMultiple
¥ @ Clicktowrite the question text Automatio Chies
£}  © cikwwitschooel
@ o
@ Chok towrite Choice 2
' single Answer
@ Cliok to write Choios 3 Multiple Answer
o Hore...
DSBS =
* \Vortical
Horizontal
Add Blck o

Validation Dptions
Foron Respanse ~

Validation Type.
® None
Custom Validation

Actions
S AddPage Break
L Add Display Logia
£ Add Skp Logic
W copy Question

3+ Mowe Question
[7 Addhote

Q Previsw Guestion

6.2.1.2 Editing Survey

The Survey tab is where you build and edit the survey piece of your project. From here, you’ll create questions,
add logic and validation, design the look, and more. This page outlines the major areas in the Survey tab and
points out some of the more commonly used features.
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1. Select and Edit newly created survey

G it Survey | Qualtrcs S % Mo - O X
€ > O | 8 Secure | hitps:/rcol.qualtrics.com ControlPanel 7 Clientaction = EdiiSurveySiSection = 5_3pm5y0cL QoCeWKpBSubSection = &5ubSubSecton = &P sgeActionOptions = &Transsct Repeats |8
- .: Technical Survey Test Projects tact ibrar Help (@)
Survey  Distributions  Daa&Analysis R
R T [# Preview Survey
a T

4 Look&Fesl 3 SuveyFlow £} Survey Options

Technical Survey Test

¥ Click towrite the question text
* single Answer

- Multiple Answer
° Mor
[ Y T—— o Craste aMowQuostion | - -
o vertios
Horizonts
#ddBlack s
s

Cuztom validation

Add Page Bresk
b Add Display Logio
£ Add Skip Lagio

Q, Previsw Guestion

By default system creates sample question edit this question as desired.

*Note: Questions are numbered in the order they are created, not the order they appear in the survey. You can

renumber your questions by using the Auto-Number Questions feature.

A Bt Survey | Qualkrics 0 X

hittps /0. qualtrics.com/CantrolP ane ction =EditSurvey8iSec
Projests  Contac

€« C | & Secure

cal Survey Test ~

Suvey  Distributons  DataSAndysis  Reports

£ SurveyOptions 9, Too

& Lock&Fesl 3 Survey Fiow

Technical Survey Test

Click to write the question text

Click to write Ghoioe |

4 Craate aNew Guestion

TR Import Questions From...

Add Block
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https://www.qualtrics.com/support/edit-survey/survey-tools/auto-number-questions/

Yod Echt Survey | Qualtiics Su

« C' @ Seaure | https//eol.qualtricscom/ContralPanel/7C Artion =ChangePagefSedtion = EditSection
o2 Technical Survey Test -

Survey Distributions Data & Analysis Reports

& Look&Feel ™I Survey Flow {3 SurveyOptions <4 Tools

Technical Survey Test

Click to write Choice 1

|i Import Questions From.. + Create a New Question

Add Block

Projects  Contacts  Library  Help

Choices
1+ Edit Multiple

Automatic Choices

Type
Bars
Sligers
& Stars

Stars

2§+

Interaction
* Discrete
Half Step

Continuous

Options
| Show Value

3. If desired, change the guestion type by clicking the green dropdown

labeled Change Question Type and then select your desired question type.

4. Click Create a New Question.

J /2 sy quaticr s x
& @ | @ Secure | httositfcnl qualtrics.com ControlP anel7Clientaction - ChangePagesection - EditSectior

Question Saved [A2/AIDH/A0I)

Mased ey Test
Suvey  Distributons  DatadAnalyss  Reports

& Lock&Feel ™3 SurveyFlow XX SueyOptons 4, Tools

Technical Survey Test

Ratels

G

Click to writs Choios 1

@ Import Questions From... == Create aNew Question

Add Block

Projects  Contacts  Lirary  Help

[» Preview Survey Q

5. Update the question and choices as desired in this case its text box for

comments
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https://www.qualtrics.com/support/survey-platform/edit-survey/editing-questions/question-types-guide/question-types-overview/

W £ Survey | Quares 5. %

€ & C | @ Secure | https/cot.qualtrics com/ControlP anel/iClentction =Chang

je8iSecton = EditSectio

Technical Survey Test

Survey  Distric

Data & Analysi

4 Look&Fesl 3 SurveyFlow X SuneyOptions W Tools

Technical Survey Test

! Ratels
Cliok to write Choice |

=

¥ @4 Comments

e

W Import Quastions From... 4 Craate aMew Question

AddBlock

Projects

ion Type

Text Type
single Line
MUt Line

* Ezmay B
Form

Password

Force Response

validation Type

* none
Minimum Langth
Maximum Length
Character Range

zustom val dation

Agtion
AddPage Break
b Add Display Logic
£ add skip Logio
W Copy Question
& Move Question
addrote.
Q, Preview Question

6. Add Name question to survey

o Edit Survey | Qualtries S0 %
< C | @ Secure | hittps:/fco.qualtrics.com /CantralP.

Technical Survey Test

el/?ClientActon=ChangePage&Section=EditSection

RateUs

Cliok to write Choice |

12 Comments

v Q3 HName

Email

1@ Impart Guestions From... 4 Creas a Mew Questic

Add Blaok

Change Question Typ

Text Type

* SingleLine
Mult Line
Esay Text B
Form

Paseword

validation Option:

Force Rezpanss -

tion Typ
® None
Miimem Lengtn
Maximum Length
Character Renge
Content Validation

Custom Validation

add Rage Braak
L Add Display Logia
£ Add Skip Logic
W Copy Question
% Move Question
Add Note
Q Preview Queston
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Add Email question to survey

I/ cotsumey s

€ i Secre | httpsyjcal qualtricscom /ControPanel/1C

Technical Survey Test

Survey  Distri DatadAnalysis  Reports

4 Look&Feel ™3 SurveyFlow £

Technical Survey Test

RateUs

Cliok 1o write Chiioa 1

Comments

¥ @3 Email

g~ O
gk
Projects  Comiacts  Library  Help .;i-

©

Add Blook

* SinglsLine
MuttiLine
Essay Tovt B
Form
Passmord

validation Type

None
Mimmum Length
Maximum Length
Charaater Range

® Content validation
Custom Validation

Coment Type

® Email Address
s Phans

US State
US Postal Code
Date (mmyiddiyyyy) ~
Number

‘Tt Only (Nan-numetic)

Click on Preview Survey to preview the created survey

o Edit Survey | Qualtrics 5. %

€ C | i seaure | b

feo.qualtrics.com fCon o

ClientActian:

Survey Test

Survey  Distributions  Data&Analysis  Report

& LookdFesl ™38

rveyFlow X3 Survey O

Technical Survey Test

RateUs

Cliok to write Choige |

Comments

Name

¥4 Email

Projgots  Contacts  Libary  Help (@)

Change Auestion Type

Text Type

® singee Line
Mult Line.
Essay Text Bax
Form

Pazsword

Validation Option:

Foree Response

validartion Type
None
Minimwim Langth
Masimar Length
Character Range
® Content validation
Custom alidation

Content Type
® Emad Addrese
US Phone Numiser
Us st
US Postal Coda
Dt immiddyyyy) -
Numisor
Text Only (Non-numeric)

Astions
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oJ Edit Survery | Qualtrics S % /' Rl Online Survey | Buitwiet %

C | @ Secure | https:/col.qualtrics.com jfefpreview/SV_3px5y0cl QoCeWKp? O_CHL =preview

Florida Department of
Agriculture and Consumer Services

Rate Us

Click to write Chaice 1

Comments

Name

Email

6.2.1.3 Create Copy Survey

1. Click on Create Project. Under Create From Existing, Select ‘From a Copy,

2. Select project Folder and select the desired existing survey

Comments

A My Projects | Qualtrics 51 X

« C | @ Seaure | httpsi//co qualtrics.com/ControlPanel/7ClientAction = ChangeP age&Section s MyProjectsSection

Create a Project

Hew, Blank Projest
e . Crmate 4 Project from a Copy

uroe Projeat

Selecta Project

& Fomotibrary =3
() uncategorized

€ FromaFile () Roadmap Feadback
) Readmap Surveys

) Readmap Temimenial

>

[E] Testmonial Reviewer

[1] Foedback

[%] Conditional Survey
[E] Reviewer Testimonial Survey

] Testmonial
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3. Rename the Project/Survey as desired or you can leave the default name
w0/ My Projects | Quattics = % 1

Wegomp
€ & C | @ sease | hups/ent qualiies.com/ContralPanel 2ClientActan = ChangePage&Secten=MyProjectsSection

]
LR

E|

Creats a Project

lank P
] mew, Blank Project Y froma
Creatts From Existing Souros Projeat

Teonnical Survey Test

* Froma Library

Project Name

Teehnical Survey Tast - Copy
@ FromaFie

Folder

/W My Projects | Quattis 5 X\

& | & secure | nttpsyico. qualirics.com ControPanel1Clientction = ChangePageSection = MyProjectsSecton

Create a Project

[E]  New, Blank Project

Create a Project from a Copy
Croa

Source Project

| Technical Survey Test

& Fromalibrary

I Technical Survey Test Review
4 FromaFile

Folder

I
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4. Select the desired Folder to organize and save the survey

/meemmwins =\ [ x
o a

oy C | @ Secure | hiips//col.qualtri ? a -

Create a Project

[El  New. Blank Projeot o Project from s

Create From Existing Souroe Project

Teohnical Survey Test

® FromalLibrery

Tachnical Survey Test Review
@ FomaFile

[ Roadmap Feedback
2] Roadmap_Surveys

] Roadmap_Testimonial

5. Click on Create Project

70 My Projects | Qualncs & % 1 wgwp - O % |
& C & Seare | hosscot qualtrcs.com,C a i HEN

Create a Project

() M Crmate a Project from a Copy

Create From Existing Sourae Project

Technical Survey Test

® FromalLibrary Froject Name

Tachnical Survey Test Review

{r FromaFie
Folder

Unaategonized

6.2.1.4 Embedded Data
Embedded Data is any extra information you would like recorded in addition to the question responses. It can be
used to store information such as

e The social media site a respondent has come from

e The condition a respondent was assigned to in a research study

e Previously gathered information from a contact list so that data will be available for analysis

Property of the Florida Department of Agriculture and Consumer Services 55



1.

Embedded Data consists of a field and a value. The field is the name of your variable
(e.g., Gender, State, and Status).
The value is what your field will be set to in your data. Just as one question can have multiple answers,
an Embedded Data field can have multiple values (e.g., a field called Status might have a value of

either Screened Out, or Good Complete).

Edit any Survey, In Survey tab, Click on Survey Flow

W@ ImportQuestions From... [l 4 Create s New Guestin

2. Click on Add new element here

" ot Survey | Qusbries 5 % -
o & @ |8 seare | ot avaic.com | e
3
. - 5 .
- o8 Technical Survey Test Rev Proot l @
Support
PIRRTS. TR
or, T
Technical Survey Test Review
sidi
i
<0l Rateus au
o] ik o wrta Chne
2
sid
)
Han
v showva
Reon
Hon
"
their
W importQuestions From... [l 4 Create s New Cusstion T
" ot Survey | Qusbries 5 % -
o & @ |8 seare | ot avaic.com | e
3
® hnn S R S 5
o ° hnical St Reviev Prape ! @
Support
& Lok NS 5B @ Seyopn
o, T
Technical Survey Test Review
sidi
sviers,
if sither .
<0l Rateus au
e F———
aars
s
5
Han
v showye
Rorpon
x
] on
-- o
pse g
their -
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Yo Edit Sunvey | Qualtrics S0

Wi o
€ C |8 Seare  hips/ieet qualtrics.com/ControlP eySe ransactioniD= 118Repeatable=0 wl
Zaom Out
Survey Flow Technical Survey Test Review 90m Ou
Show Flow D
: Def i oA Gustion
n Show Block: Default Question Block i questons PTI (ED EHED ZD
(| Qualtrics S X
* CHy )@ Seyre | g psiieo'ualtrics.comCantralPanel 2 ClientAction = EditSurvey&Section = SV_B0n&TirgSTFGeHj&SubSection=&SubSubSection=8PageActionOptions = &Transaction|D= 11&Repeatasle=0 | &
Survey Flow Teshnical Survey Test Review Zoom Out

[} showBlock: Default Question Block 4 duestions) rstten o Oueste Oulete
wihat doyou wanttoadd? Cioel

@ Block | i Branch @ Embeddsd Data | 36 Randomizer =~ & WebService = @ Authenticator

B RefersnceSurvey | Conjoint

+ 4dd a New Elsment Hars

Show Flow 106

Cancel

3. Click on Embedded Data button
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T Sy T e T %

&« C | @ Seaure | https://co1 qualtrics.com/ContralPanel 2ClientAction=EditSurvey&Section=35V_BInGTirgSTF GeHj&SubSection = &SubSubSection=APageActionOptions = &TransactioniD = 1 1 &Repeatable =0

Survey Flow Teshnical sunvey Tast Raview

£} showBlock: Default Question Block (4 auecton o ChD EED B

5] s¢tEmbedded Data:

Enter Embadded Diata Fisld Name Hete. | 'alue will be sat from Panel or URL.

Options  Deleta

+ Add & New Element Here

Zom Out

Show Flow D8

4. Enter Embedded Data Field Name Here...

W et Survey | Qualtrics S X -
- € - €| @ Seare | httosy/oot.qualtrics.com/ControlPanel/iClientAction = EditSurvey &Section =5_BOn6 TirgSTFGeHjSub IbSubSection = & agesctonOptions = &Transaction| D= 1 | &Repeatable= *
£
Zoom aut
Survey FIOw Techrics Suey Test Revew
Show Flaw D8
n Show Block: Default Question Block 4 auesticns
Addpelow Moe Dupliste Delste
) setpmbaddedData;
]
AddBalow Mo Duplice  AddFmm Contacts  Options  Dslete
omest Her

x

o

-4

@

a

@

)

= Cancel
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5. Click on Set a value now

o) Edi Survey | Qualtics Su X R
€ € @ Seare | hitpsyjcol qualtricscom/ConirolPanel/iChentAction =EdtSur FGeHj&SubSection= &SubSubSection= &P ageActionOptions = &TransactioniD = 118Repeatable=0 a|a
Zoom out
Survey Flow Technical Survey Tast Revisw
Show Flow Ds

n Show Block: Default Question Block (4 Guestions)

AddBelow Move Duplicste Delste

u Set Embedded Data:

Valua will be set from Panel or LAl

Add Below

Move DuplicMe  AddFm Contacts  Dptions  Delete

+ Add & New Element Here

6. Select Insert Piped Text, select Survey question, Select Rate Us, and Select Displayed Choices

£t Survey | Quslcs & %

€ & C | & seaure | nttps ool qualtrics.com ControlPanel/7ClientAction=E

0n6TirgSTF GeHjBiSubSection= &5ubSubSection = &PageActonOptions = Bransactionl D= 11 8Repeatable=0

Survey Flow el Sumey Toet Rovion

0 show Question Block

AddBelow  Move Duplicate  Delete

&) SetEmbedded Data:

ap ==@ 0

142 New Field nzert Pip

+ dd a New Element Here

Embedded CataFietd ~ *

Vih Service
BeolP Lodation
Dato / Time
Opt Dut Link
Contactz Field
Loop & Merge

Quota

Q
Q2 Comments N auestion Text
e " Clokto writa Chion 1 - Dasiption
, | * | clok awrte chooe 1
N All Choioes - Displayed & Hidden
>

Hot Displayed Choices
Choice With Highest Numeric Value
Choios With Lowest Numar o Valus

Total sum

Zoom Out

Shoe Flow IDs
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Aol Edit Survay | Qualtrics S0 x e T -]
€ C | # Secure | hipsyjeot qualtrics.cam/ControlPane|?Chentactior ActionOptions=&Transaction|D=118Reg | o
Survey Flow Tachnical Survey Test Raview Zoom Cut
Show Flow 0z
) showBlock: Default Question Block 4 ausstens T [ D C
[E) setEmbeddedData:
- 401 D/ C hoiceGraupDisplayedCh
d
AddBelow Moz Dupiicste  AddFrom Contacts  Options  Delste
+ add & New Element Here
"oJ it Survey | Qualtrics S0 X gy - O
€ & C | # secure | httpsiicot qualtrics.com/ControlPanel1ChentAction=E i Survey&Secton =SV_BOnETirgSTFGeH] &S ubSection=& Section=8PageActionOpions=&Transactiani D=1 18Repeatable=0 | o
Zoom out

Survey Flow Teshnisal Survey Test Revew

£} show Block: Default Question Block (4 guestiona AMEeicw hioe Dughoats Delste

] setEmbedded Data:

AddBelw Mo Duplioste  AddFom Contacts  Options  Delete

+ add a New Element Here

Show Flaw 106
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o Edit Survey | Qualtrics 5. X Pegpenfe T a
< © | # Secure | https://eol.qualtrics.com/ControlPanel/AClien tAction = EditSurvey &Section = SW_B0n6 TirSTFGeH &SubSection = &SubSubSecton = &P ageActionOptions = &Transaction| D=1 1 &Repeatable=0 tr
Survey Flow  Tachniol Survey Test Review Zoom Out
Show Flow Ds
£} showBlock: Default Question Block i qusstions AddBelow Move Duplste Oelele
E] setEmbedded Data:
- oup/DizplayedC!
ceTexiEniryvalue)
tEntryvalue)
dd & Hew Field
AddBslow  Move DuplicMe  AddFom Comtacts  Dptians  Delete
+ Add a New Element Here
Cancel
o Edit Survey | Qualtrics 5. X Pegpenfe T a
< © | # Secure | hitps://eol.qualtrics.com/ControlPanel/AClien tAction = EditSurvey &Section = SW_B0n6 TirS TFGeH &SubSection = &SubSubSecton = &P sgeActionOptions = &Transaction| D=1 1 &Repeatable=0 T
Survey Flow Tecnioal Survey Teat Review Zoom Bt
Show Flow s
) show Block: Default Question Block 4 ausstions addusow Mo Ouplicate Gelets
) setEmbedded Data:
Rate Us ${q:4/a D1/ Choiceroup, DizplayedC)
B 504 D4/ChoioeTextEntry Valus)
- Entrybalus)
) - tEntryvalus)
dd & Hew Field
AddBslow  Move DuplicMe  AddFom Comtacts  Dptians  Delete
+ Add a New Element Here
Cancal
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10. Create a new Question, Is Approved? Make settings to display this question to only to Reviewers not to

users.

. ol Survey | Quaeics 31 x

Comments

Name

1 Email

vIGT  Is Approved?

L ez

Ho

@ Import Questions From.

+ CreateaNew

£d Block

Mg
< @ | @ Secure | https://col .qualtrics.com /Controanel7Chen tction = EditSurvey&Section=5V_B0n6TirgSTFGeHj&SubSe ction = &5ubSubSection = &P sgeActionOptions = &Transaction SeRep P
® Technical Survey Test Review Projects intact Library  Help @
e J !
Suvey  Distlbutions  DatadAnalysis  Reports
# Look&Fesl 3 SuveyFlow  £F SuneyOptions S, Tools Q )
Technical Survey Test Review
RateUs
4 ——
12 Comments
Name
* Email
A Edit Survey | Qualtrics S % Wgwp - O %
€ & C | @ seaure | httpsiicat.qualtrics.com/ContralPanel/iClienthcton= EditSurveyBiSection=SV_B0n6TiraSTFGeHjiSubSection = BSubSubSection=8iPageActionOptions =& w8

&nge Question Type

S 2 (4 Edithultple

Automatic Choices

ingle Answer
Multiple Answor

More.

sition

.

vertical
Harizontal

More.

validation Options

Fome Rezpanse ~

validation Typ
® Nane

Custom Validation

Actians
G| Add Page Break
U Add Display Logio
£ Add Skip Lagie
W Copy Question

% Move Question

Add Note

Q_Pravisw uestion
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11. Add display logic by clicking on Settings button beside the question ‘Is Approved? *

A Edit Survey | Qualtncs S X

B Name

Email

¥es
v

F Add Skip Logiow.

Add Jaaseript..

Add Hote..

Recode Velugz...
Randamization,

Add Choice Group

€« C | @ Seare | https//co.qualtrics.com,ContralPzne

QT s Approved?

L Add Displey Logic...

-] Canry Forwerd Choioes...

(&) Add Default Choices...

ClientAction =

urvey&Section= 5V,

BOnGTirgSTFGeHj&SubSect

Create aNew Question

Add Blook

tion = &SubSubSection = &P ageActonOptions =81

ansact

oniD

18Repeatable

2 () EditMultiple

Automatio Choices

® single Answer
Multipie Answer

MoE.

Fosition
® Vertica
Horizontel

More..

Foroe Response

validetion Type
® None
Gustom validation

t
AddPage Break

L Add Display Logic

£ Addskip Logic

W Copy Question

& Move Question
Addhote

Q_ Preview Question

12. Select Add Display Logic

it Survey | Qualtres &

€« C | & Seare

B Name

Email

Add Jarascript.

Add Hote.

Recode Valuss..

F Add Skip Logic

Randomization..

x

https /ol qualtrics.com /ControlPanel1C

Comments

AT s Approved?

(&) Add Default Choices...

Add Choice Group

urvey&Section= 5V,

BOnGTirgSTFGeHjaS

n= &SubSubSection

4 Creats aMNew Question

Add Blook

2 (%) EditMultiple

Autometic Choices

® single Answer

Multipie Answer

MoE.

Horizontel

More..

AddPage Break
L Add Display Logic
I addSkip Logic
W Copy Question
% Mowe Question
Add Mote
Q_ Preview Question
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Al Edit Survey | Qualtrics 5 %

< @ | @ Secure | https/ico qualtrics.com /ControlPanel 70

Comments

ke

Q3 Name

fes

Q4 Email

£

enthction = EditSurvey&iSection

5V_BONGTirgSTFGeHj&SubSection = &SubSubSection = &P

geActonOptions = &Transaction| D= 11 &Repeatable=0

Choices

Sl 2 (5 EditMultiple

Automatio Choices

® Single Answer
Multipie Answer

“ More.
E Foston
o vertical
B Horizontal
v OT  Is Approved?
" More..

fos Yes

L, Add Displey Logio..

-

Canry Forward Choioes...

£ Add Skip Logic..
Add Jaasoript..

(&) Add Default Choices...

2dd Blook

walidation Options
Foroe Rosponss
validation Type

® None

Custom validation

<] AddPage Break

[ AddNote— X Add Display Logic
£ addskip Logic
fecods Veluss... B Copy Guezion
Randomization... £ Mowe Guestion
[/ AddHote
Add Choice Group

Q Priwiew Question

13. On display logic popup, for Question, Select Embedded Data

Aol Edit Survey | Qualtries S0 x

L3 @ | @ Secure | https:/icol.qualtrics.com/ControlPanel/ Chentaction = EditSurvey&Section = 5_80n

GSTF GeHjiiSubSection = &SubSubSection = &P ageAction Optians = &TransactioniD= |1 8Repeatsble=0 | d

Display Logic (1 Approved?)

Display this Guestion oy if the following condition s met:

Question ~ | Select Question..
+ Question
) Quota
T

GenlP Lcation

Loop & Merge

Dewice Type

14. Input the condition for Embedded Data i.e. in this case ‘Approved’.
15. Set desired condition , in this case ‘Is Equal to’
16. Set the condition value for the Embedded Data
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Yo Edit Survey | Quatkrics S0 %

< C | @ Secure | https:/co1.qualtrics.com ControlPanel/7Clientaction = EitS STFGeHj&SubSection = BSubSubSection = &P ageActionOptions = &TrznsactioniD = 11 #Repeatzble=0

Display Logic (ls Approved?)

Dizplay thiz Guestion only wl:he!oleg condition i met: o o

Embedded Dats ~ || Aoproved IzEqueltn - || Suresh

J InPage

17. Click on Save button

Yo Edit Survey | Quatkrics S0 %

€« G | @ Seaure | htips//ce1.qualtrics.com ControlP snel/1ClientAction = EditSurvey&Section = 5W_BInéTirgSTF GeHj8iSubSection = SSubSubSection = &P ageActionOptions = &TransactioniD= 1| &Repestsble=0

Display Logic (1= Approved?)

Cxsplay this Guestion onky if the Fallowing condibon ismets

Embedded Dats ~ || Approved 12Equelto || Buresh

J InPage

18. Edit the Technical Survey Test (this is survey for users).
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Vo MyProjects | Qualics &

el - a x
€ C | @ Secure | https://col.qualtrics.com/ControlPanelfClentAction = ChangeP ageSection =MyPrajactsSactior anla
2 qualtrics Pojects  Contacts Loy belp @
] a

Al Projects @ |cateqorizec B Owner

=2 shared with me

Pioject Name Status a1 Modified Creation Date Retpanges

O] uneategozed

* Technical Survey Test Review > New Sep 20,2007 1272 P4 Sep 2, 2017 1 o

Roadmap, Foeduack
- Testimonial_Reviewer . Adie Sep 29, 2017 1141 Al Sep 29, 2017

fltl Technical Survey Test I o Mew Sep29, 2017 11:27 Al Sep 23,2017 307 AM o

Showing page 1 af

Roadmap.Survays

e ¢ O

Roadmap,Testimonial

W B Q
qualtrics

19. At Survey tab, Survey Flow. Click Add a new Element Here

'\ ot Survey | Quattics 5 %

€ & C [ @ Secure | hitpsy/cot.qualtrics.com/ControlPanel 7ClientAction = EditSurveyBiSection =5v_3

1 QoCeWKp8SubSection s 8SubSubSecton = 8PageActionOptions = &TransactoniD= 138Repeatable=0 a

Zoom Out
Survey Flow Tscnnes suns e

how Flow (03

u Show Block: Default Question Block i4 Guestions

+ Add aNew Element Here.

ABoiow M Dupicam  Dats

20. Click on Embedded Data
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d Edie Survey | Quatvics S %

L3 © | i Secure | https://eot.qualtrics.com/CantralPanel 7Clientaction =EditSurvey&Section = 5v_3

Section=&5ul

PageActionOptions = &Transactionl D=1 38R,

Survey Flow wecancs suray e
Shaw Flaw 5

£ Show Block: Defeult Question Black c Guest on
ACUBEOW Mk Dupicste  Daiets

What do you want to adg? Car

@ Biock | S Branch

Il

+ Add & New Elsment Here

36 Randomizer | ™ WebService @ Authenticator

rvey | > Conjoint

e -

21. Update the filed name ‘Enter Embedded Data Field Name Here... “ and click on Set a value Now to set
the Embedded filed

od it Survey | Gualtics S X

€ - C | @ Secure | hitps://col.qualtrics.com/ControlP anel ZClien tAction =E i tSurvey &Section=SV_Spidycl QoCeWKolSubSection = &SubSubSection= &P ageAction Optons =&Transaction|D= 1 38Repeatable=0 a 1|

Zoomout
Survey Flow Technics) susy Tt

I} Show Block: Dafault Quastion Block 14 Guestions T

] SetEmbedded Date;

D - (oo |

Rl

v Pipe text fram a
E ey qusstion 5 nGwc Options  Detats
Wab Servios >
GeoP Location >
Date { Time >
Gpt Out Link >
Contats Field >
Loop & Merge »
Guata >

Cancel
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Aol Edit Survay | Qualtrics S0 %

€ C | # Secure | hupsyeot qualtrics.com/ControiPanel 2 ClientAction=Edits

0 QuCenipRSUBSe

on=&SubSubSection= &P ageActienCptians - &Transactieni D=

Repeatable=0

Qo

Survey Flow Tachnicsi suvey et

[ Show Black: Default Question Block 4 Guestians)
At Mow Cupliste Deiei

5] setEmbadded Dats:

AckiBeirw  Movs Dupbcatn  AddFrom Contacts  Opfioss  Delata

+ Add aNew Elemeant Here

Zoom Dut

naw Fiow 105

cancel
Edit Survey | Qualtrics 5 % -
W [ o
€ & C | 8 sere | niipsiicot.qualtrics.com/ControlPanel7ClientAction= EditSurvey&Secton=5v_3pxsy0c GoCeWKpSSubSecton = 8SubSubSection=8PageActicnOptions = &TransacboniD = 1 38Repeatasle=0 a |
Survey Flow Tecm aoemot
Shaw Floms IDs:
I3 Show Block: Default Question Block (4 Gusstionss Do e Duess Dese
] SstEmbedded Date:
aNewFisld
AiBsiow Move Duplcaim  Adkd From Contacts  Optiens Dt
+ Atd aNew Elament Hers
Cancel
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22. Click on Save Flow

Aed Edlit Sumry | Qualtrics S0 e~ a x
€ & C [ @ Secure | hupsy/cot.qualtrics com/ControlPanel/IClentAction = EditSurvey&iSection =5 _Ipy(d bSection= &SubSubSection = &iPageActionOptions = &TransactonlD = 138 Repeatable=0 CR-AN -
:: Technical Survey Test Pojects  Comscts  Ubrary  Help ()

Sunvey  Distibutionz  Data & Analy: Report:

& Lok Fesl 3 suveyFlow £ Survey Options %\ Toais

Tachnical Survey Test

[
1 Rate Us
[}
Comments
1
2 Mame
Lo
Email
1

‘Add Block

6.2.1.5 Setting Up Email Triggers
1. Navigate to the Survey tab and click Tools.

Contacts Library Survey Director

My Projects > Customer Satisfaction -

<= Distributions ;] Data & Analysis ollp Reports
4 Look&Feel ™\ Survey Flow £} Survey Options [ Preview Survey Q,

Customer Satisfaction

w Default Question Block Block Options

ey Thank you for giving us the opportunity to better serve you. Please help us by taking a few minutes to tell
us about the service that you have received so far. We appreciate your business and want to make sure
we meet your expectations.

)
%]

How long have you used our product?
Less than 1 month
1to 6 months

6 months to 1 year

2. Hover over Triggers and select Email Triggers.
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https://www.qualtrics.com/support/wp-content/uploads/2016/04/emailtrigger1.png

4 Look&Feel ™\ Survey Flow £¥ Survey Options | ™A Tools ~ [# Preview Survey Q,

Auto-Number Questions...

Customer Satisfaction Search And Replace...
Strip Formatting...
~ Default Question Block Test Survey... Block Options
Check Survey

an Thank you for giving us the opportunity to bettel Accessibility... ing a few minutes to tell
us about the service that you have received so fi S
we meet your expectations.

Email Triggers...

Salesforce » Contact List Triggers...

Adobe Anzlytics

Guotas...
Q2 ?
How long have you used our product? Conjoint Analyses...
Less than 1month SCoring...
1to 6 months Translate Survey...

& months to 1year
Create New Revision...

1to 3 years

View Revision History...

3. Click Add a Condition to set the trigger to send when the survey is completed AND a specified condition is met (if
you choose not to add a condition, the Email Trigger will be sent any time a respondent completes the survey).

B4 send An Email On Survey Complete: | Add a Condition

To Email Address: lexample@qualtrics.com

T
From Name:

Reply-To Email: |

Subject: |Customer Satisfaction Feedback

Message:
DEWMNE OM®» & ~ =+ |k = = = g | J= =
I, | Font -|| Bize - B J U x x| B A-||[ Source
When: | Send immediately ~
Include Response ¥
Report
Show Full Question '
Text Finish Editing

X Close Without Saving +" Save Triggers

*Note: A partial complete will only cause an Email Trigger to send an email if the trigger has a condition that was met by
the partial complete. Otherwise, partial completes will not cause an Email trigger to send an email when recorded.
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4. Fillin the To Email Address form field with the recipient’s email address if it is different from your default email.

< send An Email On Survey Complete:  Add a Condition

(Tn Email Address: example@qualtrics.com ')

|
From Name:

Reply-To Email: |
Subject: Customer Satisfaction Feedback

Message:

= = a=
Eoa= =

QM [T B OQM®= |« »||Kk
x, x° a-

[»

& Source

=

T Font - Size - B I

When: | Send immediately ~

Include Response ¥/
Report

Show Full Question -/
fax Finish Editing

¥ Close Without Saving + Save Triggers

*Note: You can send the Email Trigger to multiple individuals at once by adding comma-separated emails in this field.
See the Triggering Email to Respondents section below for more options and information.
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https://www.qualtrics.com/support/edit-survey/survey-tools/response-management-tools/email-triggers#TriggeringEmailsToRespondents
https://www.qualtrics.com/support/wp-content/uploads/2015/04/image0549.png

5. Fillin the From Name and Reply-To Email form fields (if you leave the Reply-To-Email blank, the default
trigger@qemailserver.com will be used).

< send An Email On Survey Complete:  Add a Condition

To Email Address: example@qualtrics.com 1

From Name: Example Name

Reply-To Email: noreply@qualtrics.com

Subject: |Customer Satisfaction Feedback [
Message:

= = am
O =

BEMNBE OmM® ||« +| | E =
T, || Font -|| Sze -/ B I U x x| B

[>

[ Source

When: | Send immediately ~

Include Response ¥/
Report

Show Full Question -/

[Eext Finish Editing

¥ Close Without Saving + Save Triggers
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6. Type a Subject and a Message for your trigger. Use the Rich Content Editor features to customize your message

< send An Email On Survey Complete:  Add a Condition

To Email Address: lexample@qualtrics.com

From Name: Example Name
Reply-To Email: noreply@qualtrics.com 1
4 Subject: (Customer Satisfaction Feedback | ™\
Message:
“~||BE = =8 ¢ & =2

R@EmDE Q@m®®

I, || Font - | 8ize - | B J U x, x*| @ A-| | [3 Source

Thank you for your feedback!

When: | Send immediately ~

Include Response ¥
Report

Show Full Question '
Finish Editing

Text
X Close Without Saving + Save Triggers
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https://www.qualtrics.com/support/edit-survey/editing-questions/rich-content-editor/rich-content-editor-overview/
https://www.qualtrics.com/support/wp-content/uploads/2015/04/image0840.png

7. Select the When dropdown menu to choose how long of a delay should be applied to the trigger (by default, it
will send immediately after a respondent finishes the survey, but you can choose different delay times from as

short as one hour to as long as 28 days).

£~< send An Email On Survey Complete: Add a Gondition

To Email Address: example@qualtrics.com

From Name: Example Name

Reply-To Email: noreply@qualtrics.com

Subject: |Customer Satisfaction Feedback
Message:

BWEHMNE AM® ||« ks =5 ® OISO
I, || Font -|| Size -|| B I U x, x*| | [ A-||[B Source

Thank you for your feedback!

[ [ =)

Include Response ¥/
Report

Show Full Question '

Text Finish Editing

¥ Close Without Saving + Save Triggers

*Note: Because of the nature of how emails are triggered, it is not possible to specify the exact time and date that the
email will send (since the specified date may already have passed by the time the respondent finishes their survey).
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9. Decide if Include Response Report and Show Full Question Text are appropriate for this e-mail.

<) Send An Email On Survey Gomplete:  Add a Gondition

To Email Address: example@qualtrics.com

From Name: [Example Name

Reply-To Email: noreply@qualtrics.com

Subject: |Customer Satisfaction Feedback

Message:

b - a=
E 4= =

BEWMNBE QM® |« +|E = =

I, Font -|| Size -|| B J U x, x| [ A-|| [J Source

Thank you for your feedback!

When: | Send immediately ~

Include Response ¥/
Report

Show Full Question
Text

Finish Editing

X Close Without Saving + Save Triggers

*Note: Include Response Report adds a summary of the questions and respondent’s answers to the body of the
email (as well as includes a link to an online version). Show Full Question Text displays the entire text for each

guestion in the response report instead of clipping longer text.
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10. Click Save Triggers to save and return to the Survey tab.

z] =< Send An Email On Survey Complete:  Add a Gondition

To Email Address: example@qualtrics.com
From Name: Example Name
Reply-To Email: Moreply@gualtrics.com
Subject: Customer Satisfaction Feedback

Message:

i s

AENE Q@ -« E

I, || Font -|| size -||B I U - A-||[a Source

X
%
(=]

Thank you for your feedback!

When: | Send immediately ~

Include Response ¥

Report

Show Full Question
Finish Editing

Text
< o

*Note: Remove an Email Trigger by clicking Finish Editing and then delete.

You can add as many Email Triggers as you want, ch

6.2.1.6 Survey List
To view a list of available surveys, select “Surveys” under “Engagement” on the main top menu of the home

page or click the “Continue” button for Surveys in the Engagement section of the Homepage. The system will

display a pop up window with a table list of available surveys.

ENGAGEMENT

FEEDBACK TESTIMONIAL

SURVEY
Lorem ipsum dolor sit amet, consetetur

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod

tempor invidunt ut labore et dolore reoril
magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor

invidunt ut labore.

Continue

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril
magna aliquyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor

invidunt ut labore.

Continue

sadipscing elitr, sed tun diam nonumy eirmod
tempor invidunt ut labore et dolore reoril
magna aliqguyam erat, sed diam voluptua at
vero. Lorem ipsumil eirmod tempor empor

invidunt ut labore.

Continue
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6.3 Engagement Administration
To navigate to Engagement, login to the application with an admin account. Next, click the “Manage” icon from the
admin menu located on the left side of the screen and click “Engagement”.

Engagement

Adam K. Putnam

Survey Name Status Category Last Modified Date
10M10/2017
10M10/2017
Engagement estimonial 1011072017
09/29/2017
estimonial 101072017

ck 10/05/2017
09/29/2017

101072017

1000372017

Test

Testimonial_Reviewer_

_ nactive Survey 10102017
esting

Showing 1 to 10 of 14 entries 1 3 .

Property of the Florida Department of Agriculture and Consumer Services



6.3.1 Create Survey/View Report/View Analytics

To create surveys, view Engagement Reports and/or view Engagement analytics click the provided buttons to be

redirected to the Qualtrics site to perform any of these functions. Further Instructions for these activities are located in

the Operations Manual.

X
N Engagement

Adam M. Putnam

Survey Name Status Category Last Modified Date

Testing_Testimonial Inactive Survey 10102017

Testimonial_Testing Inactive Survey 10/10/2017

Testimonial_Reviewer Active Testimonial 10/10/2017

Technical Survey Test Inactive Survey 09/29/2017

Testimonial Active Testimonial 10/10/2017

Feedback Active Feedback 10/05/2017

Techmcal Survey Test Inactive Survey 09/29/2017

Review

Testimonial_Testing Inactive Survey 10/10/2017

Test Inactive Survey 10/03/2017

Testmonial_Reviewer_T . tive Survey 1011012017

esting

Showing 1 to 10 of 14 entries 1 5 .
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6.3.2 Edit Survey

The Survey name, status and category are the three fields that can be edited for a survey. To edit these fields, click the

“Edit” icon for the Survey that needs to be updated.

Engagement

esting

Showing 1 to 10 of 14 entnies

Survey Name Status Category Last Modified Date
Testing_Testimonial Inactive Survey 10/10/2017
Testimonial_Testing Inactive Survey 10102017
Testimonial_Reviewer Active Testimonial 10/10/2017
Technical Survey Test Inactive Survey 09/29/2017
Testimonial Active Testimonial 10/10/2017
Feedback Active Feedback 10/05/2017
;ﬂ;‘ﬁfa' SurveyTest | ctive Survey 09/29/2017
Testimonial_Testing Inactive Survey 10102017
Test Inactive Survey 10/03/2017
Testimonial_Reviewer_T Inactive Survey 101102017

[]

Next, make any necessary changes and click the “Save” button. If no changes are needed, click the “Cancel” button. To

edit the survey questions or survey format the admin will be required logging into Qualtrics. Further instructions for

these type of activities are in the Operations Manual.

E n g d g e Survey Details

Adam H.Putnam

* Survey Name Status
Create Survey|
Active

Category

Survey Name

Testing_Testimol

| Cancel

Testimonial_Testmg: TEacuve Survey TOTTOrZUTT L -

Testimonial_Reviewer Active Testimonial 10/10/2017
Technical Survey Test Inactive Survey 09/29/2017
Testimonial Active Testimonial 10/10/2017
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6.3.3 Delete Survey

To delete a survey, click the “Delete” button for the survey that needs to be deleted. A confirmation message will pop
up asking if the user is sure that they want the record deleted. To continue with the deletion of the survey, click
“Delete”. If the user would like to abort the deletion, click “Cancel”.

Engagement

Adam H. Putnam

Survey Name Status Category Last Modified Date

Testing_Testimonial
Testimonial_Testing I
| |

Testimonial_Reviewer

Are you sure you want to delete this record?

Technical Survey Test
.

Testimonial

Feedback

Technical Survey Test
Review

Inactive Survey 09/29/2017
Testimonial_Testing Inactive Survey 10102017
Test Inactive Survey 10/03/2017

Testimonial Reviewer T

) Inactive Survey 10/10/2017
esting

Showing 1 to 10 of 14 entries 1 2

6.3.4 Responses
To view responses to a survey click the “Responses” icon.
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Engagement

Survey Name Status Category Last Modified Date
Testing_Testimonial Inactive Survey 10/10/2017
Testimonial_Testing Inactive Survey 10/10/2017
Testimonial_Reviewer Active Testimonial 10/10/2017
Technical Survey Test Inactive Survey 09/29/2017
Testimonial Active Testimonial 101072017
Feedback Active Feedback 10/05/2017
;zi:;"\fa' Survey Test | ctive Survey 09/29/2017
Testimonial_Testing Inactive Survey 10/10/2017
Test Inactive Survey 10/03/2017
Testimonial_Reviewer_T Inactive Survey 10102017

esting

Showing 1 to 10 of 14 entries
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6.3.5 Site Intercept

To see the list of Site Intercept Configurations, click the “Site Intercept” button.

Adam H. Putnam

Survey Name

Testing_Testimonial

Testimonial_Testing

Testimonial_Reviewer

Technical Survey Test

Testimonial

Feedback

Technical Survey Test
Review

Testimonial_Testing

Test

Testimonial_Reviewer_T
esting

Showing 1 to 10 of 14 entries

Engagement

Status

Inactive

Inactive

Active

Inactive

Active

Active

Inactive

Inactive

Inactive

Inactive

Category

Survey

Survey

Testimonial

Survey

Testimonial

Feedback

Survey

Survey

Survey

Survey

Last Modified Date

1011072017

1011072017

1011072017

09/29/2017

1011072017

10/05/2017

09/29/2017

1011072017

10/03/2017

1011072017
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6.3.6 Create Site Intercept
To create a Site Intercept, click the “Create Site Intercept” button. The use will be redirected to the Qualtrics and will
need to login to create a Site Intercept. Further information regarding this process is located in the Operations Manual.

Site Intercept Configuration

Adisamy W Putnam

{ BACKTOLIST

Create Sitelntercept Update Sitelntercept in Road Map

Survey Name Page Last Modified Date
Conditional Survey HOME 10/04/2017
Feedback ABOUT 10/04/2017
Testimonial_Reviewer HOME 09/29/2017
Showing 1 to 3 of 3 entries 1

6.3.7 Edit Site Intercept
To edit a Site Intercept, click the “Edit” button.

Site Intercept Configuration

Adam W Putnam

{ BACKTOLIST

Create Sitelntercept Update Sitelntercept in Road Map

Survey Name Page Last Modified Date
Conditional Survey HOME 10/04/2017 I:l
Feedback ABOUT 10/04/2017
Testimonial_Reviewer HOME 09/29/2017
Showing 1 to 3 of 3 entries 1
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The Survey Name, the page that the survey is to be displayed on and the site intercept code can be edited. Once the
edits have been made, click the “Save” button.

Site Intercept Configuration

Adam H. Putnam

{ BACKTOLIST

* Survey Name: * Display On Page:

Conditional Survey HOME -

* Site Intercept:

(function(){var g=function(e,h f.g}{

this.get=function(a){for(var a=a+"=" ,c=document.cookie split(";"),b=0,e=c.length;b=e b++}{for(var d=c[b],"
"==d.charAt(0);)d=d substring(1,d.length);if(0==d.indexOf(a))return d.substring(a.length,d length)}return null};

this set=function(a,c){var b="" b=new Date b setTime(b getTime()+6048E5)b=";

expires="+b toGMTString();document_cookie=a+"="+c+b+"; path=/; "},

this.check=function(}{var a=this get(f);if(a)a=a_split(":");else if{100l=e)"v"==h&&(e=Math random()==e/10070:100),a=
[h,e,0],this.set(f.a join(".")),else returnl0,var c=a[1],if(100==c)return!0,switch(a[0]){case "v"return!1,case "r".retum
c=a[2]%Math floor(100/c),a[2]++ this set(f a join(":")),Ic}returnl0};

this.go=function(}{if(this.check()}{var a=document.createElement("script"),a.type="text/javascript”;a.src=g+ "&t=" + (new
Date()).getTime();document body&&document body.appendChild(a)}};

RSN S U PRGNy L YRS | R UGN PRSPPI D § o NPURUY (U SRR NAPrSp PP I | o R | [ U gty || PR || [ e gy Ly g
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6.3.8 Delete Site Intercept
To delete a Site Intercept, click the delete button for the Site Intercept to be deleted.

Site Intercept Configuration

Adam H. Putnam

{ BACKTOLIST

Create Sitelntercept Update Sitelntercept in Road Map

Survey Name Page Last Modified Date
Conditional Survey HOME 10/04/2017 I:l
Feedback ABOUT 10/04/2017
Testimonial_Reviewer HOME 09/29/2017
Showing 1 to 3 of 3 entries 1

A confirmation message will ask the user to confirm the deletion of the selected site intercept. Click the “Delete” button
to remove the selected site intercept.

X
N Site Intercept Configuration
Adam H. Putnam
{ BACKTOLIST
Create Sitelntercept Update Sitelntercept in Road Map
Survey Name
Conditional Survey
Feedback
Are you sure you want to delete this record?
Testimonial_Reviewer
Showing 1 to 3 of 3 entries Deiete 1
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7 Administration

7.1 Manage Users

7.1.1 View Users

To view the Users List, login with an administrator account. Next, click the “Manage” icon on the admin menu on the left

side of the screen. The system will display the list of users.

Adam M. Putnam

Show: All hd

NAME EMAIL

P MANAGE

Users

antonio@epicgrou...

antonio@epicgrou...

epicgrouplic\antonio

]

Search Users

B

JOINED

10/05/2017 ses

09/26/2017 see

09/26/2017 sen

09/26/2017 sen
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There are multiple options that can be managed for each user from the user list. These options are View User Activity,
View User Roles, View User Account Settings, View Profile, View Assets, Change Password, Send Password Reset Link,
Authorize/Un-Authorize User, Delete User, Make Super User and Login as User.

Add User

Adam H. Putnam

Show: Authorized - Search Users
NAME EMAIL JOINED
AdminUser Account satish@epicgroupll... 09/27/2017
adminuser
) ) ) View Profile
marshall antonio@epicgrou. .. 09/26/2017
mmathers View Assets

Change Password

jermaine antonio@epicgrou. . 09/26/2017
jcole

Force Password Change
kendrick antonio@epicgrou. .. 09/26/2017 | Send Password Reset Link
klamar

Un-Authorize User
Antonio R. Watson 09/26/2017 | Delete User
epicgroupliciantonio

Make Super User
jack will jackwill@test.com 09/26/2017 Login As User
Jackwill
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7.1.2 Search Users
To search the Users List, start typing into the search box and the system will return matching results.

IIHH!H%HII

Adam H. Putnam

Show: All - Gany X
NAME EMAIL JOINED
Gary Miller gary@epicgrouplic.... 08/31/2017

epicgrouplic\garym
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7.1.3 Add Users
To add a user, click the “Add User” button.

Adam H. Putnam

Show: All - Search Users
NAME EMAIL JOINED
First Name: Last Name:
User Name: Email Address:
Authorized: On (:) Random Password: off ( ]
Password: Confirm Password:

] Ssend An Email To New User.

Cancel ‘ Save
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Next, Fill in the required information, select the user as “Authorized” and enter a password and confirm the

password and then click the “Save” button.

Adam H. Putnam
Show: All hd Search Users
NAME EMAIL JOINED
First Name: Last Name:
User Name: Email Address:
Authorized: On (:) Random Password: Off .j" b
Password: Confirm Password:

[] Send An Email To New User.

Cancel ‘ Save
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7.1.4 Un-Authorize Users
To shut down a user account click on the “...” menu icon for that user and click Un-Authorize User. The system
will deactivate the user account.

Add User

Adam W Putnam

Show: Authorized - Search Users
NAME EMAIL JOINED
AdminUser Account satish@epicgroupll... 09/27/2017
adminuser
: ) ) View Profile

marshall antonio@epicgrou. .. 09/26/2017
mmathers View Assets
jermaine antonio@epicgrou... 09/26/2017 ~ Change Password
jcole

Force Password Change
kendrick antonio@epicgrou. .. 09/26/2017  Send Password Reset Link
klamar

Un-Authorize User
Antonio R. Watson 09/26/2017  Delete User

epicgroupliciantonio
Make Super User

jack will jackwill@test.com 09/26/2017 Login As User
Jackwill
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7.1.5 Delete Users
To delete a user account click on the “...” menu icon for that user and click the delete button. The system will ask
for confirmation to delete the user. Click the “Ok” button to delete the user from the system.

Add User

Adam W Putnam

Show: Authorized - Search Users
NAME EMAIL JOINED
AdminUser Account satish@epicgroupll... 09/27/2017
adminuser
: ) ) View Profile

marshall antonio@epicgrou. .. 09/26/2017
mmathers View Assets
jermaine antonio@epicgrou... 09/26/2017 ~ Change Password
jcole

Force Password Change
kendrick antonio@epicgrou. .. 09/26/2017  Send Password Reset Link
klamar

Un-Authorize User
Antonio R. Watson 09/26/2017 | Delete User

epicgroupliciantonio
Make Super User

jack will jackwill@test.com 09/26/2017 Login As User
Jackwill
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7.1.6 View User Roles
User Roles provides the admin the ability to view user roles or assign roles to the user. To view a user’s role from
the Users List, click the “Users Role” button for the user to be viewed.

Add User

Adam W Putnam

Show: Authorized - Search Users
NAME EMAIL JOINED
AdminUser Account satish@epicgroupl... 09/27/2017 |:|
adminuser
: ) ) View Profile

marshall antonio@epicgrou. .. 09/26/2017
mmathers View Assets
jermaine antonio@epicgrou... 09/26/2017 ~ Change Password
jcole

Force Password Change
kendrick antonio@epicgrou. .. 09/26/2017  Send Password Reset Link
klamar

Un-Authorize User
Antonio R. Watson 09/26/2017  Delete User

epicgroupliciantonio
Make Super User

jack will jackwill@test.com 09/26/2017 Login As User
Jackwill
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The system will display a list of the user’s assigned roles. To add a role, start typing the name of the role and
then click the role. Once the role is selected, click the “Add” button. The system will add the role to the user.

Adam K. Putnam

epicgrouplicigarym

ROLES

Gary Miller gary@epicgrouplic....

admin|

ROLE START EX

Administrators - -

Registered Users - -

Subscribers - -

Public Users 09/19/2017 -

Administrators

PIRES

08/31/2017

Add User

+ Add
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7.1.7 View User Activity
User activity allows the admin to view when the user was last active, joined the site, recent activity and when
they joined.

Add User

Adam W Putnam

Show: Authorized - Search Users
NAME EMAIL JOINED
AdminUser Account satish@epicgroupll... 09/27/2017
adminuser
: ) ) View Profile

marshall antonio@epicgrou. .. 09/26/2017
mmathers View Assets
jermaine antonio@epicgrou... 09/26/2017 ~ Change Password
jcole

Force Password Change
kendrick antonio@epicgrou. .. 09/26/2017  Send Password Reset Link
klamar

Un-Authorize User
Antonio R. Watson 09/26/2017  Delete User

epicgroupliciantonio
Make Super User

jack will jackwill@test.com 09/26/2017 Login As User
Jackwill
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7.1.8 View User Account Settings

User Account Settings allow the admin to View/Edit user name, user display name and user email address. To

edit any of these click inside the text box and overwrite with changes and then click the save button.

Adam H. Putnam

Gary Miller
epicgrouplic'garym

ACCOUNT SETTINGS

User Name:

gary@epicgroupllc....

EPICGROUPLLC'garym

Display Name:

Gary Miller

Email Address:

gary@epicgroupllc.com

PASSWORD MANAGEMENT

[ Change Password ]
[ Force Password Change ]

[ Send Password Reset Link ]

‘ Cancel

ACCOUNT DATA

Created Date-

Last Login Date:

Last Activity Date:

Last Password Change:

Last Lock-Out Date:
User Is Online:
Locked Out:
Authorized:

Update Password:
Deleted:

User Folder:

Save

08/31/2017 el

August 31, 2017 4:34 PM

October 9, 2017 7:49 PM

October 10, 2017 10:17
PM

QOctober 9, 2017 7:49 PM
Never

False

False

True

False

False

oor/ariri

Property of the Florida Department of Agriculture and Consumer Services

96



7.1.9 User Account Data

The User Account Settings also shows information about the account such as created date, last login date, last

activity date, last password change, last lock-out date, user online status and authorized status.

Gary Miller
epicgrouplic\garym

ACCOUNT SETTINGS

User Name:

EPICGROUPLLC'garym

Display Name:

Gary Miller

Email Address:

gary@epicgrouplic com

PASSWORD MANAGEMENT

[ Change Password ]
[ Force Password Change ]

[ Send Password Reset Link ]

‘ Cancel ‘

gary@epicgrouplic....

ACCOUNTDATA

08/31/2017 o

Created Date:

Last Login Date

Last Activity Date:

Last Password Change

August 31, 2017 4:34 PM

October 9, 2017 7-49 PM

October 10, 2017 10:17
PM

Qctober 9, 2017 7:49 PM

Last Lock-Out Date: Never
User Is Online: False
Locked Out: False
Authorized True
Update Password: False
Deleted: False
User Folder: 007/07/7/
Save

hes
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7.1.10 Reset User’s Password
To reset the user’s password select the change password function.

Add User

Adam W Putnam

Show: Authorized - Search Users
NAME EMAIL JOINED
AdminUser Account satish@epicgroupll... 09/27/2017
adminuser
: ) ) View Profile

marshall antonio@epicgrou. .. 09/26/2017
mmathers View Assets
jermaine antonio@epicgrou... 09/26/2017 | Change Password
jcole

Force Password Change
kendrick antonio@epicgrou. .. 09/26/2017  Send Password Reset Link
klamar

Un-Authorize User
Antonio R. Watson 09/26/2017  Delete User

epicgroupliciantonio
Make Super User

jack will jackwill@test.com 09/26/2017 Login As User
jackwill
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Enter in the new password and then retype the password again in the password confirmation field and click the

“Apply”. The system will update the user’s password.

Adam . Putnam

Gary Miller
epicgrouplicigarym

CHANGE PASSWORD

New Password:

Confirm Password:

‘ Cancel ‘

| [ Change Password ] |

[ Force Password Change ]

[ Send Password Reset Link ]

‘ Cancel

gary@epicgrouplic....

ACCOUNTDATA

Created Date:

Last Login Date:

Last Activity Date:

Last Password Change:

Last Lock-Out Date:
User Is Online:
Locked Out:
Authorized:

Update Password:
Deleted:

User Folder:

‘ Save

08/31/2017 o

August 31, 2017 4:34 PM

October 9, 2017 7:49 PM

October 10, 2017 10:17
PM

October 9, 2017 7:49 PM
Never

False

False

True

False

False

0aQrro7iT!

X
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7.1.11 Force Password Change
To force a user to reset their password at next login, click the “Force Password Change” under Password
Management. The system will send an email notification to the user of the need to change their password and
provide the user with a reset link for the user to follow to reset their password.

s

gary@epicgrouplic.... 08/31/2017 .n.

Adam K. Putnam

Gary Miller

epicgrouplicigarym

ACCOUNT SETTINGS

User Name:

EPICGROUPLLC'garym

ACCOUNT DATA

Created Date:

Last Login Date:

Last Activity Date:

August 31, 2017 4:34 PM

Qctober 9, 2017 7:49 PM

October 10, 2017 10:17

Display Name: PM
Gary Miller Last Password Change: October 9, 2017 7:49 PM
LLast Lock-Out Date: Never
Email Address:
gary@epicgrouplic. com User s Online: False
Locked Out: False
PASSWORD MANAGEMENT Authorized True
[ Change Password ] Update Password: False
I [ Force Password Change ] I
Deleted: False
[ Send Password Reset Link ]
User Folder: 007/07/7/
‘ Cancel ‘ Save
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7.1.12 Login as User
To login as another user, click the “...” menu icon for that user and click Login as User. The system will log in the
Super User as the user selected.

Add User

Adam W Putnam

Show: Authorized - Search Users
NAME EMAIL JOINED
AdminUser Account satish@epicgroupll... 09/27/2017
adminuser
: ) ) View Profile

marshall antonio@epicgrou. .. 09/26/2017
mmathers View Assets
jermaine antonio@epicgrou... 09/26/2017 ~ Change Password
jcole

Force Password Change
kendrick antonio@epicgrou. .. 09/26/2017  Send Password Reset Link
klamar

Un-Authorize User
Antonio R. Watson 09/26/2017  Delete User

epicgroupliciantonio
Make Super User

jack will jackwill@test.com 09/26/2017 Login As User
Jackwill
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7.1.13 Make Super User
To make an account into a Super User account, click the “...” menu icon for that user and click “Make Super
User”. The system will update the user account to Super User.

Add User

Adam W Putnam

Show: Authorized - Search Users
NAME EMAIL JOINED
AdminUser Account satish@epicgroupll... 09/27/2017
adminuser
: ) ) View Profile

marshall antonio@epicgrou. .. 09/26/2017
mmathers View Assets
jermaine antonio@epicgrou... 09/26/2017 ~ Change Password
jcole

Force Password Change
kendrick antonio@epicgrou. .. 09/26/2017  Send Password Reset Link
klamar

Un-Authorize User
Antonio R. Watson 09/26/2017  Delete User

epicgroupliciantonio
Make Super User

jack will jackwill@test.com 09/26/2017 Login As User
Jackwill
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7.2 Manage Roles

7.2.1 View Roles
To view the Roles List, login with an administrator account. Next, click the “Manage” icon on the admin menu on the left

)

side of the screen and click “Roles”

X
Ro Ie S Create New Role
Adam K. Putnam
[Global Roles] - Search Roles by Keyword

ROLE NAME GROUP USERS AUTO

x MANAGE obal Roles] 11
obal Roles] 5
obal Roles] 0
obal Roles] 1
obal Roles] 28 v
obal Roles] 30 v
Subscribers [Global Roles] 28 v
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7.2.2 Search Roles

To search the Roles List, start typing into the search box and the system will return matching results.

x
R o I es Create New Role
Adam Hlt.ll.llh
[Global Roles] - publid
ROLE NAME GROUP USERS AUTO
Public Users [Global Roles] 28 v
7.2.3 Add Roles
To add a role, click the “Create New Role” button.
*
R (o) I es Create New Role
Adwnit, Perens
[Global Roles] v Search Roles by Keyword
ROLE NAME GROUP USERS AUTO
Administrators [Global Roles] 11
Champion Users [Global Roles] 5
Content Editors [Global Roles] 0
Content Managers [Global Roles] 1
Public Users [Global Roles] 28 v
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Next, enter a name for the Role, a description for the Role, select Public or not (Check this box if users can subscribe to
this role via the Manage Services page of their user account), choose the Role group that to add the new Role to, choose
the security mode for the role, choose the status for the role and choose if this role will automatically be assigned to all
users and click the “Save” button. The system will save the Role to the Role List.

X
R O I e S Create New Role
-IdamH Pllt.lum
[Global Roles] - public
ROLE NAME GROUP USERS AUTO
. - 0 7
Role Name Role Group
[Global Roles] hd
Security Mode
Description
Security Role -
Status
Approved v
Auto Assignment R
Public ‘'Y
=
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7.2.4 Edit Roles
To edit a Role, click the “Edit” icon for the Role that is to be edited.

X

R (o) I es Create New Role
[Global Roles] - Search Roles by Keyword

ROLE NAME GROUP USERS AUTO

Administrators [Global Roles] 11 D
Champion Users [Global Roles] 5

Content Editors [Global Roles] 0

Content Managers [Global Roles] 1

Public Users [Global Roles] 28 v
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Next, make necessary updates and click the “Save” button.

s

Adam H. Putnam

Public Users [Global Roles] 28 v V4
Role Name Role Group
Public Users [Global Roles] v

Security Mode

Description
Security Role -
General Public
Status
Approved hd

Auto Assignment ()

Public
() Assign to Existing Users

‘ Delete H Cancel ‘m
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7.2.5 Delete Roles
To Delete a Role, click the “Edit” icon for the role that is to be deleted. Next, click the “Delete” button. The system will

display a pop up asking for confirmation of the deletion. Click the “Ok” button.

_'-“'.'. —u oA X

Adam H. Putnam

Public Users [Global Roles] 28 Vv Ve
Role Name Role Group
Public Users [Global Roles] -

Security Mode

Description
Security Role -
General Public
Status
Approved v

Auto Assignment ()

Public
() Assign to Existing Users

‘ Delete H Cancel ‘m
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7.3 Manage Permissions

7.3.1 View Permissions
To view Permissions, sign in with an admin account. Next, click on the “Content” icon on the Amin menu located on the

left side of the screen and then click “Pages”

PAG ES Add Multiple Pages ‘

*

Adam H. Putnam

o
@
W
@
=

CONTENT age
8/17/2017

D8/17/2017

08/18/2017
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The system will display the Pages List. To view the permissions for a page, click the settings button.

Add Multiple Pages ‘

404 Error Page
Published: 08/17/2017

Page i1s hidden in menu D

HOME
Published: 08/17/2017

ABOUT
Published: 08/18/2017

DATA
Published: 08/18/2017

MAP
Published: 08/18/2017

s

CONTACT
Published: 08/18/2017
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Next select the Permissions tab to view the permission for the page.

404 ERROR PAGE | Duwtcae e

‘ ‘ Save Page Template «

Adam H. Putnam

{ BACK TOPAGES

Details Permissions Advanced

e ——
== 404 Error Page
Created: 8/17/2017 by System Page Parent: Top Page Status:

Page Type: (@) Standard (:j- Existing (:j- URL (:) File
Name* Title
404 Error Page 404 Error Page

Description

Keywords

Hidden
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The system will display the Permissions for the page.

404 ERROR PAGE

Adam K. Putnam

Details Permissions

PERMISSIONS BY ROLE

Filter By Group: GlobalGroupsText

ADD

ROLE VIEW ADD

Adminisirators

Content Editors

Content
Managers

All Users

Reqgistered
Users

PERMISSIONS BY USER

USER ADD

VIEW ADD

CONTE...

CONTE...

Duplicate Page H Save Page Template =
Advanced
+ Add
MANAGE
COPY DELETE EXPORT IMPORT Seric= NAVIGA... EDIT
+ Add
COPY DELETE EXPORT IMPORT MANAGE \avica . EDIT

SETTIN...
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7.3.2 Permissions by Role

Permissions can be set by Role. To set Permissions by role for a page, check the box for each function or control to be

allowed for that role and click the “Save” button.

404 ERROR PAGE Duplicate Page ‘ ‘ Save Page Template ~
ldxnl'lpulnam
Details Permissions Advanced
PERMISSIONS BY ROLE
Filter By Group: GlobalGroupsText hd + Add
ADD MANAGE
ROLE VIEW ADD  ~onTE.. COPY | DELETE EXPORT IMPORT corr NAVIGA.. EDIT
Administrators
Content Editors
Content
Managers
All Users | ¥ [l [l Ll Ll [l [l Ll Ll ]|
Registered O O O O O O O O O O
Users
PERMISSIONS BY USER
+ Add
ADD MANAGE
USER VIEW ADD  ~onTE.. COPY | DELETE EXPORT IMPORT corr NAVIGA.. EDIT
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7.3.2.1 Search and Add Role

To search for a Role to add, begin typing the name of the roll to be added in the search box. The system will return
matching results. Click the appropriate result. Next, click the “Add” button. The role will be added to the list of Roles and
is ready to have permissions set.

404 E RROR PAG E Duplicate Page ‘ ‘ Save Page Template ~

€ BACK TO PAGES

Details Permissions Advanced

PERMISSIONS BY ROLE

Filter By Group: GlobalGroupsText - publ 4 Add
Public Users
ADD MANAGE

ROLE VIEW ADD  ~oNTE.. COPY DELETE EXPORT IMPORT corr’'~ NAVIGA... EDIT
Adminisirators
Content Editors
Content
Managers
All Users O O O O O O O O O
Registered O O O O O O O O O O
Users

PERMISSIONS BY USER

+ Add

ADD
CONTE...

MANAGE

USER VIEW ADD SETTIN...

COPY DELETE EXPORT IMPORT NAVIGA... EDIT
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7.3.3 Permissions by User

Permissions can be set by user. To set Permissions by user for a page, check the box for each function or control to be

allowed for that user and click the “Save” button.

404 ERROR PAGE

Adam K. Putnam

€ BACK TO PAGES

Details Permissions

PERMISSIONS BY ROLE

Filter By Group: GlobalGroupsText

ADD
ROLE VIEW ADD CONTE...
Adminisirators
Content Editors
Content
Managers
All Users O O
Registered [l O O
Users
PERMISSIONS BY USER
ADD
USER VIEW ADD CONTE...

Duplicate Page H Save Page Template =
Advanced
publ + Add
Public Users
MANAGE
COPY DELETE EXPORT IMPORT SETTIN...MAUIGA"' EDIT
| | O O | | O
O O O O O O O
+ Add
MANAGE
COPY DELETE EXPORT IMPORT SETTIN...MAUIGA"' EDIT
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7.3.3.1 Search & Add User

To search for a User to add, begin typing the name of the User to be added in the search box. The system will return
matching results. Click the appropriate result. Next, click the “Add” button. The role will be added to the list of Users and

is ready to have permissions set.

404 ERROR PAGE

Adam K. Putnam

€ BACK TO PAGES

Details Permissions

PERMISSIONS BY ROLE

Filter By Group: GlobalGroupsText

ROLE vieEw app | ADD

Adminisirators
Content Editors
Content
Managers

All Users

Reqgistered
Users

PERMISSIONS BY USER

USER vieEw app | ADD

CONTE...

CONTE...

Advanced

COPY DELETE EXPORT I

COPY DELETE EXPORT I

Duplicate Page ‘ ‘ Save Page Template =
publ + Add
Public Users

MANAGE
MPORT SETTIN...NAUIGA"' EDIT

+ Add

MANAGE

MPORT SETTIN...NAUIGA"' EDIT
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8 Help

8.1 FAQ, Contact & User Manual

8.1.1 FAQ
FAQ provides users with questions and answers of commonly asked questions in reference to Florida’s Roadmap to
Living Healthy application. To navigate to the FAQ, click “FAQ” under “Help” in the top menu for the application.

HOME ABOUT DATA ~ MAP ~ ENGAGEMENT ~ CONTACT HELP ~ x

8.1.2 Contact Information

Contact information is to report issues, concerns or submit questions in regards to the Roadmap to Living Healthy
application. The contact information is provided in the “Contact” section of the Homepage. To navigate to the “Contact”
section of the Homepage, click “Contact” on the main menu located at the top of the Homepage or manually scroll down
the Homepage until you reach the “Contact” section.

HOME ABOUT DATA ~ MAP ~ ENGAGEMENT ~ CONTACT

8.1.3 User Manual
The user manual contains step by step instructions to navigate users through the usage of the Roadmap to Living
under “Help” on the main menu located at the top of

III

Healthy application. To read the user manual, click “User Manua
the Homepage.

HOME ABOUT DATA ~ MAP ~ ENGAGEMENT ~ CONTACT
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